SCHEDULE 1
ADM NI STRATI VE RECORDS

Ut ah County General Records Retention Schedul e 1996



SCHEDULE 1
ADM NI STRATI VE RECORDS

ACKNOWNLEDGMVENT FI LES (ltem 1-1)

These files docunment the acknow edgnment and transmttal of
inquiries and requests that have been referred el sewhere for
reply. The files include copies of the initial request and
letters of acknow edgnent and transmttal.

RETENTI ON
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

AGENDA (Item 1-2)

These are copies of notices of regular and special neetings of
county boards and conmmttees. They may include date, tine,

| ocation of neeting, list of items to be discussed by commttee
menbers at regul ar, special, and energency public neetings.

RETENTI ON

Retain for 2 years or until admnistrative need ends, if
not part of official mnutes and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

ANNUAL REPORTS (Item 1-3)

These are reports on program activities and acconplishnents of
t he county or individual departnent for the previous year. They
may include statistics, narrative reports, graphs, and di agrans.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

CENSUS | NFORVATI ON FI LES (Item 1-4)
These files contain copies of U'S. Census Bureau forns conpl eted
by counties on governnment enploynment and tax revenues. They are
used to conpile state and national statistical reports and to
make financial information available to the public.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

COUNTY SCRAPBOCKS (lItem 1-5)
These are a chronol ogi cal record of the activities of the county
or individual county departnent. They include photographs,
newspaper clippings, flyers, program notes, brochures, and ot her
itens pertaining to county activities and actions and reactions
of county citizens.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

CONSTI TUTI ON AND BYLAWS (I'tem 1-43)
These are the constitution and byl aws of county
governi ng/ advi sory boards (e.g., library board, hospital board,

fair board). They establish the organi zation and operati onal
procedures for the board. They usually include date of adoption
and anendnents, description and purpose of board, nenbership,
description and responsibilities of board' s positions, neeting
frequency, voting procedures, explanation of what constitutes a
guorum and the establishnent of procedural rules (e.g., Robert's
Rul es of Order, etc).

RETENTI ON

Permanent. May be transferred to the State Archives after
di sbandi ng of conmittee.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)

COUNTY HI STORI ES (ltem 1-31)
These are published or unpublished histories witten by or
financed fromcounty funds on the county governnent or an
i ndi vi dual county agency. They nmay include title, author, date
witten, and a historical narrative.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 95)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

DAI LY ACTIVITY SCHEDULES (Item 1-6)
These are records of county enpl oyees who are not el ected or
exenpt status revealing substantive information about official
county activities, the substance of which has not been
incorporated into official files. Includes cal endars, appointnent
books, schedul es, |ogs, diaries, and other records docunenting
nmeeti ngs, appointnents, telephone calls, trips, visits, and ot her
county activities. (See also Executive/El ected official calendars
or Routine activity cal endars).

RETENTI ON
Retain until adm nistrative need ends (They are not records
according to UCA 63-2-103 (18)(b) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

EXECUTI VE CORRESPONDENCE (Item 1-7)
These are records which are not duplicated el sewhere that
docunent how the office is organi zed and how it functions, its
pattern of action, its policies, procedures and achi evenents.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

EXECUTI VE/ ELECTED OFFI Cl ALS CALENDARS (ltem 1-8)
These are records containing substantive information relating to
the official activities of high-level county officials which is
not incorporated into nenoranda, reports, correspondence or other
records included in the official files. These records could
i ncl ude cal endars, appoi ntnment books, schedules, |ogs, diaries,
and ot her records docunenting neetings, appointnents, telephone
calls, trips, visits, and other activities of county enpl oyees.
(See Daily activity schedul es

RETENTI ON
Retain until adm nistrative use ends (According to UCA
63-2-103 (18)(b) they are not records) and then destroy.

(Approved 06/91)

FEASI Bl LI TY STUDI ES (Item 1-9)
These are studi es conducted before the installation of any
significant technol ogy or equipnment. They include specific
studi es and system anal yses for the initial establishnment and
maj or changes of these systens.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (21) and UCA 63-2-304 (10)
(1995)

(Approved 06/91)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

FI NDI NG Al DS (I'tem 1- 10)

These are indexes, lists, registers, and other aids that assist
in the efficient use of other records.

RETENTI ON

Retain until records to which they pertain are destroyed
and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

GENERAL ADM NI STRATI VE RECORDS (ltem 1-11)

These are records of a general facilitative nature created or
received in the course of adm nistering prograns. |ncludes daily,
weekly, or nonthly activity reports which are summari zed in an
annual report, correspondence, and nenoranda.

RETENTI ON

Retain for 2 years or until no | onger needed for reference
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

GOVERNVENT RECORDS ACCESS AND MANAGEMENT ACT ( GRAMA) ACCESS (ltem 1-41)
REQUESTS

These request forns docunent individuals seeking access to county
records as provided under UCA 63-2-204. They include requester's
name, address, tel ephone nunber; date; record requested; date

request received; whether access provided or denied; and date
r esponded.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 95)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

GOVERNVENT RECORDS ACCESS AND MANAGEMENT ACT ( GRAMA) COUNTY (Item 1-40)
APPEALS CASE FI LES
These case files docunent the appeals for access of county
records to separate county appeals bodies (i.e., county
comi ssi on or separate board) in accordance with county
ordi nances adopted under authority granted in the Governnent
Records Access and Managenent Act (CGRAMA) (UCA 63-3-701 (1995)).
These case files include copies of the access request and deni al
fornms, the appeal, research notes, conmm ssion or board deci sion,
and any ot her docunentation concerning the appeal process.

RETENTI ON

Permanent. May be transferred to State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 95)

GOVERNVENT RECORDS ACCESS AND MANAGEMENT ACT ( GRAMA) STATE (ltem 1-42)

APEALS CASE FI LES
These case files docunent appeals for access of county records to
the State Records Committee in conpliance with the provisions of
t he Governnent Records Access and Managenent Act (GRAMA) (UCA
63-2-701(1)(c); 63-2-403 (1995). These case files include copies
of the access request and denial forns, the appeal, research
notes, statenents, State Records Conmttee's order, and any ot her
docunent ati on concerning the appeal s process.

RETENTI ON
Retain until adm nistrative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/95)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

HOUSEKEEPI NG FI LES (ltem 1-12)

These are records of a general housekeepi ng nature which do not
relate directly to the primary programresponsibility of the
of fice. Includes records such as charity fund drives, custodi al

servi ce requests, parking space assignnents, and distribution of
keys.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

| NCOM NG DOCUMENT LOG (Item 1-13)
This | og records incom ng docunents that require distribution or

action. Includes date received, description of record, action and
dat e taken

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

| NTERNAL COVMM TTEE RECORDS (ltem 1-32)
These records docunent actions of an internal staff commttee
handl i ng problenms within a county agency. These comm ttees do not
make countyw de policy. These records usually include agenda,

i nternal menoranda, notes, and informal m nutes.

RETENTI ON
Retain for 2 years or until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/95)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

MAI LI NG LI STS (1tem 1-14)
These are |ists of nanes and addresses used for various county
mai lings (billings and other adm nistrative purposes).

RETENTI ON

Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (2)(d) (1995)
(Approved 06/91)
MEETI NG M NUTES TAPE RECORDI NGS (ltem 1-44)

These are the tape recordings of the proceedings of regularly
schedul ed, special and energency county board and conmttee
neetings. They are used to create the official m nutes. UCA
52-4-7 requires that "witten mnutes shall be kept of all open
neeti ngs" and that they "shall be available within a reasonable
time after the neeting."” For closed neetings, "the public body
shal|l either tape record the closed portion of the neeting or
keep detailed witten mnutes that disclose the content of the
cl osed portions of the neeting."

RETENTI ON
Retain for 1 year after approval of official m nutes and
then destroy; provided resolution of any rel ated

[itigation.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(e) (1997).
SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-304(32) (1997); UCA 52-4-7.5(2)
(1997)

(Approved 03/98)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

M NUTES (1tem 1-15)
These are the mnutes of regular, special, and energency neetings
of official county conmmttees, boards, and task forces. They may
al so include an official agenda. (See Internal conmttee records)

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

NOTARY BOND FI LES (1tem 1-35)
These files docunent county enpl oyees providing service to county
agencies as notaries public. They include valid certificates,
copi es of bonds, and any rel ated correspondence.

RETENTI ON
Retain for 1 year after expiration or renewal of bond and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 06/95)
ORGANI ZATI ONAL FI LES (Item 1-16)
These are graphic illustrations providing a detailed description

of the arrangenent and admi nistrative structure of the county.
These files contain organizational charts, reorganizational
studi es, functional statenents, and formally prepared
descriptions of the responsibility assigned to executive

of ficers.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

Ut ah County General Records Retention Schedul e 1996 9



SCHEDULE 1
ADM NI STRATI VE RECORDS

PENDI NG FI LES (ltem 1-17)

These are records arranged in chronol ogi cal order as a rem nder
that an action is required on a given date or that a reply to

action is expected, and if not received, should be traced on a
gi ven dat e.

RETENTI ON

Retain until reply received or action taken and then
incorporate with official files.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

PERFORMANCE AUDI TS (I'tem 1-33)

These are reports witten and prepared as a result of a
performance audit on a county entity. These studies are
frequently contracted with private consultants. They contain

summary docunentati on on agenci es prograns, operations and
productivity.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/95)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

POLI CI ES AND PROCEDURE MANUALS (Item 1-18)
These are records docunenting the fornul ati on and adopti on of
policies and procedures for the function of the office or
departnent. Includes narrative or statistical reports and rel ated
correspondence on program activities; mssion statenent studies
regardi ng departnent or offices operations, circular letters or
directives and records related to significant events in which
department or office participated.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (10) and UCA 63-2-304 (11)
(1995)
(Approved 06/91)
POLI CY AND PROCEDURE CASE FI LES (Item 1-19)

These files contain records related to policy and procedure

i ssuance whi ch docunent their formulation. Includes issuances
related to routine adm nistrative functions (e.g., payroll,
procurenent, and personnel).

RETENTI ON
Retain for 2 years after being superseded and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

PRESS RELEASE FI LES (I'tem 1-20)
These files contain a copy of each prepared statenment or
announcenent issued for distribution to the news nedia. A press
rel ease may be a textual record or a non-textual record such as a
filmor video sound recording.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

PRQIECT CONTROL FI LES (ltem 1-21)
These files contain nmenoranda, prelimnary reports, and ot her
records docunenting assignnments and the progress of projects.
These files do not contain the final reports.

RETENTI ON
Retain for 1 year after project closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

PUBLI C RELATI ONS FI LES (Item 1-23)
These files contain speeches, addresses, and official coments or
remar ks made at formal county cerenonies by el ected county
officials. The format nmay be paper, videotape, notion picture
film etc.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

PUBLI CATI ONS (Item 1-22)
These are panphlets, leaflets, studies, proposals and simlar
material printed by or for the county or any of its departnents,
subdi vi sions or prograns, and nmade available to the public, or
the | ast manuscript report if not published.

RETENTI ON
Record copy: Per manent. A copy shoul d be transferred
to the State Archives
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
READI NG OR CHRONOLOAJ CAL FI LES (1tem 1-24)
These are duplicate copies of all or selected correspondence sent

or received. They are used solely as a reading file for the
conveni ence of office personnel.

RETENTI ON
Retain for 1 year or until adm nistrative needs ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

RECORDS TRANSFER SHEETS (I'tem 1-38)

These are the listings of county agency records transferred to
the State or a county records centers. The information may

i ncl ude records series nunber, agency nane and address, records
officer's nane and signature, chief admnistrative officer's
name, record series title and inclusive dates, classification

i nformati on, accessi on nunber, agency box nunber, description of
box contents, and records center box | ocati on.

RETENTI ON

Retain for 5 years after records are destroyed and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 95)

ROUTI NE ACTI VI TY SCHEDULES (I'tem 1-25)

These records are routine materials containing no substantive
information, regarding daily activities such as neeting
appoi ntments, tel ephone calls, and ot her enpl oyee activities.

RETENTI ON

Retain for 5 years after records are destroyed and then
destroy.

(Approved 06/91)

ROUTI NE CONTROL FI LES (I'tem 1-26)

These records are used to control work flow and to record routine
actions. Includes job control records, status cards, routing

slips, work processing sheets, correspondence forns, and receipts
for records charged-out.

RETENTI ON

Retain until no | onger needed for operational purposes and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

SYSTEM STUDI ES AND REPORT FI LES (Item 1-27)
These are docunents related to various studies (i.e. program
anal yses, project studies) by private and ot her governnment
agenci es. Includes working papers, correspondence, rel ated
docurnents and final report.

RETENTI ON
Permanent. May transfer to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

TECHNI CAL REFERENCE FI LES (Item 1-28)
These files contain copies of docunents retained strictly for
reference and informational purposes which are not part of the
official files. Include copies of reports, studies, special
conpi l ati ons of data, draw ngs, periodicals, books, clippings,
brochures, catal ogs, and vendor price |ists.

RETENTI ON

Retain until annual review and destroy material no |onger
needed for reference.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

TELEPHONE MESSAGE REG STERS (I'tem 1-36)
These registers conpile all the daily tel ephone nessage taken by
a county office. They also include | ogs and simlar records.

RETENTI ON
Retain for 6 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 95)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

TELEPHONE MESSAGES (Item 1-37)
These are the actual incom ng tel ephone nmessages received by a
county office. They normally include date, tine, nanes of person

receiving and | eavi ng nessage, and action request (e.g., return
call, etc).

RETENTI ON

Retain for 1 week or until adnministrati ve need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 95)

TRANSM TTAL CORRESPONDENCE (ltem 1-34)

These are cover letters or other records attached to publications
or other county information sent fromcounty offices. They
normally only indicate that information is being transmtted per
request and provide no additional information.

RETENTI ON
Retain for 3 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 95)

UNSUCCESSFUL GRANT APPLI CATI ON FI LES (Item 1-39)
These files docunent the rejection or withdrawal of grant
applications. They include nenoranda, correspondence, and ot her
records relating to the decision to reject the grant proposal.

RETENTI ON
Retain for 3 years after rejection or withdrawal and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/95)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

WORD PROCESSI NG FI LES (Item 1-29)
These are docunents such as letters, nessages, nenoranda,
reports, handbooks, directives, and manual s recorded on
el ectronic nedia such as hard disks or floppy diskettes and used
to produce hard copy which is maintained in organized fil es.

RETENTI ON
Retain until hard copy is filed and adm nistrative need
ends and then del ete.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

WORKI NG PAPERS (Item 1-30)
These are project background records, such as studies, analyses,
notes, drafts, and interimreports.

RETENTI ON
Retain for 5 years after project conpletion and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 2
BONDS AND BONDI NG RECORDS
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SCHEDULE 2
BONDS AND BONDI NG RECORDS

BOND ANTI Cl PATI ON NOTES (ltem 2-1)
These are notes used by counties pursuant to an appropriation
resolution for bonds in anticipation of payable ad val oremtaxes
and constitute a full obligation of the county, "the bond
anticipation notes and the interest on themshall be secured by a
pl edge of the full faith and credit of the county" (UCA
11-14-19.5 (1995)).in "the manner and subject to conditions of
the Utah Minicipal Bond Act" (UCA 17-4-4 (1995)).

RETENTI ON
Retain for 1 year after being redeened and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

BOND | SSUE FI LES (Item 2-2)
These files docunment the inplenentation of significant county
bonds (i.e., revenue or special bonds), but not general
obligati on bonds. These files includes authorizations supporting
financial data, contracts or sales agreenents, destruction
certificates, and sanpl e copies of bonds sold as evidence of
county i ndebt edness.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 2
BONDS AND BONDI NG RECORDS

BOND REDEMPTI ON AND DESTRUCTI ON CERTI FI CATES (Item 2-3)
These are certificates sent to the county by the paying agent
whi ch track pay and destruction of bond coupons.

RETENTI ON
Retain for 3 years after expiration of bonds and then file
in Bond issue files.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
BOND REDEMPTI ON REAQ STERS (Item 2-4)

These are registers used to record the redenption of coupons for
county bonds.

RETENTI ON
Retain for 3 years after redenption of coupon and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/91)
BOND REG STRATI ON FI LES (Item 2-5)

These are the issuing agent's copies of bond registration stubs.

RETENTI ON
Retain for 2 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 2
BONDS AND BONDI NG RECORDS

BONDS, NOTES AND COUPONS PAI D FI LES (Item 2-6)

These are the actual bonds and coupons redeened throughout the
lifetime of the bond.

RETENTI ON
Retain for 1 year after being redeened and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

GENERAL OBLI GATI ON BONDS (ltem 2-7)
These i ssued bonds are not payable solely fromrevenues ot her
than those derived fromad val oremtaxes. They constitute a ful
general obligation of the county for the pronpt and punctual
paynent of principal and interest. The revenue derived fromthe
sal e of bonds shall be applied only to the purpose specified in
the order of the county legislative body (UCA 17-17-1 (1995)).

RETENTI ON
Retain for 1 year after being paid or cancelled and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/91)
REVENUE BONDS (Item 2-8)

These bonds are issued by the county comm ssion payable solely
fromrevenues attributable to the extension and inprovenments to
revenue producing facilities (UCA 17-12-1 (1995)).

RETENTI ON

Retain for 1 year after being paid or cancelled and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 3
BUDCGET RECORDS
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SCHEDULE 3
BUDGET RECORDS

ANNUAL BUDGET (ltem 3-1)
The budget is a "plan for financial operations for a fiscal year,
enbodyi ng estimates for proposed expenditures for given purposes
and the neans of financing the expenditures" (UCA
17-36-3(14) (1995)). "On or before the 15th day of the last nonth
of each fiscal year, the governing body by resolution shall adopt
t he budget which, subject to further amendnent, shall thereafter
be in effect for the next fiscal year. A copy of the final
budget, and of any subsequent anendnent thereof, shall be
certified by the budget officer and filed with the state auditor
not later than thirty days after its adoption" (UCA 17-36-15
(1995)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

BUDGET APPORTI ONVENT RECORDS (Item 3-2)
These are apportionnent and reapporti onnent schedul es which
propose quarterly obligations under each authorized
appropriation.

RETENTI ON
Retain for 5 years after close of the fiscal year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 3
BUDGET RECORDS

BUDGET BACKGROUND RECORDS (Item 3-3)
These records are used to assist in the preparation of departnent
budget requests presented to the county conm ssion.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (1995)
(Approved 06/91)
BUDGET ESTI MATES AND JUSTI FI CATI ON FI LES (Item 3-4)

These are copies of budget estimates and justifications prepared
or consolidated in formally organi zed budget proposals. Included
are appropriation sheets, narrative statenents, and rel ated
schedul es and dat a.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (1995)

(Approved 06/91)
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SCHEDULE 3
BUDGET RECORDS

BUDGET | NFORMATI ON FI LES (Item 3-5)
These files docunment the adoption of the county's annual budget.
| ncl udes recomended budget, tape recordi ngs of public hearings
associated wth finalizing budget, and all rel ated
correspondence. Files may al so contain budget anendnents and any
ot her actions affecting budget.

RETENTI ON
Retain for 1 year after budget has been adopted and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

BUDGET WORKI NG FI LES (Item 3-6)
These files contain working papers used to assist in the
preparation of county budgets and to justify budget requests
presented to the county comm ssion. Includes departnental budget
requests, work-up sheets, cost estimates, and rough data
accunul ated in the preparation of annual budget esti mates,
rel ated correspondence, and docunentation for approval of final
budget .

RETENTI ON
Retain for 1 year after the close of the cal endar year
covered by the budget.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(f) (1995)

(Approved 06/91)
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SCHEDULE 3
BUDGET RECORDS

PERI ODI C BUDGET REPORTS (Item 3-8)
These are routine budget reports prepared nonthly or quarterly.
They docunent the status of county appropriation accounts and
apportionnment and are only used for reference purposes.

RETENTI ON

Retain for 1 year or until adm nistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 95)

REGULAR BUDGET REPORTS (Item 3-9)
These regul ar reports are prepared nonthly and quarterly. They
docunent the status of county accounts and apporti onnment
conpari ng budgets and actual expenditures. They are used for
audit purposes.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 95)

TENTATI VE BUDCGET FI LES (ltem 3-7)
These files contain tentative budget requests. "On or before the
first day of the next to last nonth of every fiscal year, the
budget officer shall prepare for the next budget year and file
wi th the governing body a tentative budget for each fund for
whi ch a budget is required" (UCA 17-36-10 (1995)).

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 4
FI XED ASSET RECORDS
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SCHEDULE 4
FI XED ASSET RECORDS

ANNUAL FI XED ASSET REPORTS (ltem 4-1)
These work sheets list totals of all fixed assets, purchases, and
di spositions. They are used to create annual reports.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

DI SPOSI TI ON RECORDS (ltem 4-2)
These are either forns or records conpleted by county agencies
when county property is disposed of either by public auction,
conpetitive bidding or destruction. Includes date, departnent
name, description of item value, disposition, nethod, and
reason, condition, value and approval signature.

RETENTI ON
Retain for 3 years after disposition of property and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/91)
EQUI PMENT | NVENTORI ES FI LES (lItem 4-3)

These files contain the annual inventory of county equi pnment,
supplies and other itens owned or adnmi nistered by the county.

RETENTI ON
Retain for 1 year after being reconciled with subsequent
inventory and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 4
FI XED ASSET RECORDS

FI XED ASSET LI STS (lItem 4-4)

These are listings of all county property (buildings and real
estate), vehicles, equipnent, and furniture. Includes

description, cost, date purchased, |ocation, nane of vendor, and
depreci ati on.
RETENTI ON
Retain for 10 years and then destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/91)
SURPLUS PROPERTY CASE FI LES (Item 4-5)
These files docunent the sale of surplus county property.
I ncludes invitations, bids, acceptances, |ists of materials,
evi dence of sales, and related correspondence.
RETENTI ON
Retain for 6 years after final paynment and then destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

ACCOUNTS PAYABLE (ltem 5-1)

These records are used to pay county bills. They include copies
of checks, invoices, purchase orders, and receiving reports. My
al so include correspondence with vendors and conputer printouts.

RETENTI ON
Retain for 4 years and then destroy (UCA 70A-2-725 (2003)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

ACCOUNTS RECE| VABLE (Item 5-2)

These records consi st of copies of accounts receivabl es prepared
by counties to collect ambunts owed by vendors, organizations,
and citizens having accounts with county agenci es.

RETENTI ON
Retain for 4 years and then destroy (UCA 70A-2-725 (2003)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

ADDI NG MACHI NE TAPES (I'tem 5-31)

These are addi ng nachi ne tabul ati ons. They are used to cal cul ate
cost report data or for other accounting purposes and are not

attached to another record series. This does not include routine
t abul ati ons.

RETENTI ON
Retain until adm nistrative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 95)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

ANNUAL FI NANCI AL REPORTS (Item 5-3)
These are statistical reports on the financial affairs of the
entire county or a specific departnent. These reports usually
include a statenent on the value of all county owned property,
and an accounting of all inconme and expenditures in relationship
to the final budget.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

AUDI T REPORTS (Item 5-4)
These are reports prepared by external auditors exam ning and
verifying the county's financial activities for the year. "The
audit required for any fiscal year shall be conpleted within six
cal endar nonths after the close of the fiscal year" (UCA 51-2-2
(2003)). The audit is required to include "the financial
statenents; the auditor's opinion on the financial statenents; a
statenent by the auditor expressing positive assurance of
conpliance with state fiscal laws identified by the state
auditor; a copy of the auditor's letter to managenent that
identifies any material weaknesses in internal controls
di scovered by the auditor and other financial issues related to
t he expenditure of funds received fromfederal, state, or |oca
governnents to be considered by managenent; and managenent's
response to the specific reconmmendati ons” (UCA 51-2-3(1) (2003)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 51-2-3 (3) (2003).

(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

BANK DEPCSI T ( PASS) BOOKS (1tem 5-5)
These books record county savi ngs accounts. They include anounts,
description of transaction, date, current bal ance, name of bank,
and account nunbers.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

BANK STATEMENTS (1tem 5-6)
These are nonthly statenments show ng the anmount of noney on
deposit to the credit of the county show ng date, nanme of bank,
total deposit, wi thdrawals, and cash balance with interest on
dai |y bank bal ances.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

CHECK COPY FI LES (Item 5-7)
These are carbon copi es or photocopi es of checks issued and are
mai nt ai ned solely as a quick reference source.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

CHECK REGQ STERS (Item 5-8)
These are nulti-columar records with chronol ogically arranged

entries of checks. They usually include check nunbers and anounts
of debits or deposits per account.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

CHECKBOOK STUBS (Item 5-9)
These are stubs from which checks or warrants have been renoved
upon i ssuance. They are used as a record of verification of
di sbursenents of county funds. Includes check nunber, nane of
payee, anount, purpose, date drawn, and signature.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

DAI LY CASH REPORTS (I'tem 5-10)
These reports provide a daily record of cash bal ances, receipts,
and di sbursenents.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

DEPOSI T SLI PS (Item 5-11)

These are bank cashiers' slips showi ng the amount and date of
deposit of nonies into county accounts.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

FREI GHT RECORDS (Item 5-32)
These records docunent the receipt of freight. They include
export certificates, transit certificates, record books,
menor andum copi es of governnent or commercial bills of |ading,
shortage and denurrage reports, and all supporting docunents.

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 95)

GENERAL LEDGERS (ltem 5-12)
These are summari es show ng the "anount of receipts from and
di sbursenents of each departnent” (UCA 17-19-6 (1995)). My al so
i ncl ude docunentation from subsidiary | edgers to general | edger
and accounting adjustnents in the formof general entries.

RETENTI ON
Retain for 10 years and then destroy (UCA 17-19-28 (2003)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

| NTERDEPARTMENTAL BI LLI NGS (I'tem 5-13)

These are accounting docunents that request the transfer of funds
bet ween departnents for services rendered or materials purchased.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

| NVESTMENT ACCOUNTI NG DAI LY SHEETS (l'tem 5-14)

These are sunmmaries of daily inconmes and daily quote sheets
prepared by the investnment officer. They include the

guotation/identification of investnents bought and sol d.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

| NVESTMENT ACCOUNTI NG MONTHLY REPORTS (Item 5-15)

These are nonthly accounting reports. They include outstanding
reports, anortization reports, and earning reports.

RETENTI ON
Retain for 5 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

| N\VESTMENT REG STERS (Item 5-16)
These are registers of all investnments nade by the county. A work
sheet is kept on each investnment. They include the check stub of
the institution issuing the investnent, a copy of the investnent,
t he check issued by the vendor and a validated receipt witten by
t he county.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

RECEI PT BOOKS (ltem 5-17)
These are receipts issued for noney received into county accounts
fromall sources. Includes date of paynent, departnent, or fund
to whi ch noney bel ongs, recei pt nunber and anmount paid.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

REFUND REQUEST (Item 5-18)
This is a formsigned by the custonmer which requests a refund of
noni es paid to the agency.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

SALES AND USE TAX RETURN FORMS (FORM TC-71) (I'tem 5-19)
These forms are required by the State Tax Comr ssion to report
quarterly sales tax and to remt the anounts collected and due to
the state (e.g., county recreational facilities).

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

STATE TREASURER S DEPOCSI TS (I'tem 5-33)

These are nulti-copy deposit forns which acconpanyi ng agency
deposits to the State Treasurer's O fice. These records al so
serve as a receipt of deposit.

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

SUBSI DI ARY LEDGER AND JOURNALS FI LES (I'tem 5-20)
These are account books showi ng details of daily receipts and
expendi tures such as deposit paynents anount, date, payee,
purpose, fund credited or debited, and check nunber. They are
used to provide backup docunentation to the general |edger.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

TELEPHONE BI LLS (Item 5-21)

These are the actual bills for tel ephone service and | ong
di stance toll charges.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

TRAVEL - PRI VATE VEH CLE USAGE FI LES (1tem 5-24)
These are authorization fornms for county officials or enployees
to use a private vehicle for county business when it is the nost
econoni cal method of travel

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1)(f) (2003)

(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

TRAVEL/ PASSENGER REI MBURSEMENT FI LES (I'tem 5-22)
These files contain records relating to the rei nbursenent of
enpl oyees for authorized travel. They may include travel orders,
per di em vouchers, transportation requests, hotel reservations,
and all supporting papers docunenting official travel by
of ficers, enployees, dependents, or others authorized by law to
travel

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(f) (2003)
(Approved 06/91)
UNCLAI MED CHECKS/ WARRANTS (1tem 5-25)

These are uncl ai med checks covering di sbursenments for county
expenses. |ncludes check nunber, date, anount, purpose, and nane
of payee.

RETENTI ON
Retain for 1 year and then transfer to the State Treasurer,
Uncl ai med Property Division.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

WARRANT REG STERS (1tem 5-28)
These registers are nunerical |istings of check nunbers of al
checks issued by county. They include vendor nunber, name, date
of paynent, invoice nunber, and/or purchase nunber, account
debit, description of expenditure, and anount.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

WARRANT REQUESTS (Item 5-29)
These are requests fromcounty agencies to the county treasurer
to pay vendors.

RETENTI ON
Retain for 7 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publi c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302 (1)(e) (2003)
(Approved 06/91)
WARRANT REQUESTS - CANCELLED (I'tem 5-30)

This is the manual docunentation nmethod of inputting data about
cancel l ed warrants which then becones part of the general | edger.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (2003)

(Approved 06/91)
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SCHEDULE 5
GENERAL ACCOUNTI NG RECORDS

WARRANT/ CHECK REDEEMED (I'tem 5-27)
The actual warrant or check cut froma warrant request. A warrant
nmust be drawn "on the county treasurer in favor of all persons
entitled thereto in paynent of all clainms and demands chargeabl e
agai nst the county, which have been | egally exam ned and al | owed
and ordered paid by the county executive" (UCA 17-19-3 (1995)).

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1)(f) (2003)
(Approved 06/91)
WARRANT/ CHECKS - LOST (1tem 5-26)
This is | egal docunentation explaining and justifying a | ost
war r ant .
RETENTI ON

Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) (2003)

(Approved 06/91)
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SCHEDULE 6
MAI NTENANCE RECORDS
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SCHEDULE 6
MAI NTENANCE RECORDS

AVERI CANS W TH DI SABI LI TI ES ACT RECORDS (Item 6-15)
These records docunent conpliance to the Americans with
Disabilities Act (ADA). They include surveys of county buil dings
to determine accessibility to the physically handi capped, federal
regul ati ons, proposals for inplenenting the act, correspondence,
resolutions, and solutions to access probl ens.

RETENTI ON
Retain for 15 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/95)

AS- BU LT CONSTRUCTI ON PLANS AND SPECI FI CATI ONS (Item 6-14)
These are the final plans and specifications for approved and
constructed county buil di ngs.

RETENTI ON
Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 95)

BU LDl NGS AND GROUNDS MAI NTENANCE LOG (Item 6-1)
This log records all repairs made to county buil di ngs and
grounds. It is used to verify that repairs were made.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 6
MAI NTENANCE RECORDS

DAl LY VEH CLE USAGE REPCRT (Item 6-2)
This is a report of all vehicle usage. It is used for both
mai nt enance and pl anni ng purposes. Includes date, list of repairs
needed and action taken, mles travel ed, problens, and driver's
nane.
RETENTI ON

Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

DAI LY WORK LOGS (Item 6-3)
This daily log is maintained by each work crew to verify work
conpleted. This log includes date, work order nunber, |ocation,
job requirenents, date conpleted, equi pnent used, and initials or
crew chief's signature.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

EQUI PMENT MAI NTENANCE AND REPAI R RECORD (Item 6-4)
These are records of service repair and mai ntenance of county
equi pnent, including office machines and furniture.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 6
MAI NTENANCE RECORDS

FUEL RECORDS (Item 6-5)
These are logs, reports, or simlar records docunenting m | eage
and gasoline, oil, and diesel fuel used by the county vehicles.
RETENTI ON

Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

GASOLI NE SALES TI CKETS (Item 6-6)
These are copies of credit card sales slips. They are used to
verify the purchase of gasoline.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

| NSURANCE ADJUSTER S ESTI MATES (Item 6-17)
These are insurance adjuster's reports on repair estimates for
county vehicl es.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 95)
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SCHEDULE 6
MAI NTENANCE RECORDS

M LEAGE CERTI FI CATES (1tem 6- 16)
These are certificates issued by the deal er/ manuf acturer

certifying the mleage is accurate on each county purchased
vehi cl e.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 95)

SERVI CE REQUESTS (Item 6-7)
These are requests for maintenance, service, cleaning, or repair

of vehicles, equipnment, and buil dings, received fromany county
depart nment.

RETENTI ON

Retain for 6 nonths after maintenance conpl eted and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

SPACE UTI LI ZATI ON REPORTS (Item 6-8)
These are reports on the anount of floor space in county
bui | di ngs. They are used for planning purposes. The report

i ncl udes nunber of roons, square footage per room and room
capacity.

RETENTI ON
Retain until superseded or obsol ete and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 6
MAI NTENANCE RECORDS

VEHI CLE ASSI GNVENT RECORDS (I'tem 6-9)

These are assignnment | ogs, reports, authorizations, and simlar
records relating to the assignnment and use of vehicles by county
enpl oyees or officials.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

VEHI CLE MAI NTENANCE RECORDS (1tem 6-10)
These are daily mai ntenance records on all county vehicles. They
are used to provide a mai ntenance history of all county vehicles.
I ncl udes work order nunber, dates, nmaintenance perfornmed, mleage
of vehicle, problemtype, driver's mane, and action taken.

RETENTI ON
Retain for 1 year after disposition of vehicle and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/91)
VEHI CLE REGQ STRATI ON CERTI FI CATES (Item 6-11)

These notor vehicle registration forns docunent county ownershi p.

RETENTI ON

Retain until vehicle is transferred or sold and then
transfer with vehicle.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 6
MAI NTENANCE RECORDS

WORK ORDER LOG (I'tem 6-13)

This is a log of all work orders. It is used for reference to
verify that work was perfornmed. Includes work order nunber, work

order request, dates received and conpl eted, record of trouble
calls and work conpl et ed.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

WORK ORDERS (I'tem 6-12)

These are authorization fornms for the repair or maintenance work

on departnment vehicles, equipnent, or county owned facilities or
structures.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

Ut ah County CGeneral Records Retention Schedul e 1996 49



SCHEDULE 7
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SCHEDULE 7
PAYROLL RECORDS

ADM NI STRATI VE PAYROLL REPORTS (ltem 7-1)
These are reports and statistics with supporting and rel ated
records whi ch docunent payroll operations and pay adm ni stration.
They include reports and data used for workl oad and personnel
managenent pur poses.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1995)

(Approved 06/91)

BUDGET AUTHORI ZATI ON REFERENCE FI LES (ltem 7-2)
These are copies of budget authorizations in operating payrol
units. They are used to control personnel ceilings and personnel
actions.

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1995)

(Approved 06/91)
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SCHEDULE 7
PAYROLL RECORDS

DEDUCTI ONS AND OTHER EARNI NGS REQ STERS (Item 7-3)
These regi sters record by departnent code anobunts deducted from
enpl oyees payroll checks. They are used for reference of
retirement and other m scell aneous deducti ons.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1995)

(Approved 06/91)

EMPLOYEE EARNI NGS HI STORY FI LES (ltem 7-4)
These files are an accunul ative salary history for individual
county enpl oyees. They contain the nanme and address of enpl oyee,
name of departnent and position, social security nunber, date of
birth, date enpl oyed, earnings and deductions by pay period,
gross earnings year to date, net pay, and check nunber. These
files are considered to be the nost inportant payroll record for
retirement purposes.

RETENTI ON
Retain until separation of enployee and then place in
Personnel file.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1995)

(Approved 06/91)
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SCHEDULE 7
PAYROLL RECORDS

FLEXTI ME ATTENDANCE RECORDS

(ltem 7-5)

These are supplenental tinme and attendance records (e.qg.,

sign-in/sign-out sheets and work reports).
payrol | accounting under flextine systens.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON

They are used for

Pri vat e: UCA 63-2-302 (1)(e) (1995)

(Approved 06/91)
GARNI SHVENT RECORDS

(Item 7-6)

These are records of garnishnments or levies for debts owed by
enpl oyees and attached to enpl oyees ear ni ngs.

RETENTI ON

Retain for 3 years after end of garnishnment and then

destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGCGESTED SECONDARY CLASSI FI CATI ON

Publ i c: UCA 63-3-301 (1)(b) (1995)

(Approved 06/91)
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SCHEDULE 7
PAYROLL RECORDS

| NCOVE TAX EXEMPTI ONS AND W THHOLDI NG FI LES (ltem 7-7)
These files contain forns for individual enployees exenptions and
wi t hhol di ng taxes. Includes w thhol ding tax exenption
certificates, such as IRS formW4 and simlar tax exenption
formns.

RETENTI ON
Retain for 4 years after formis superseded or term nation
of enpl oyee and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)

| NDI VI DUAL AUTHORI ZED ALLOTMENTS FI LES (ltem 7-8)
These are records of enpl oyee authorizations for payrol
deductions for allotnents (i.e., U S. Savings Bonds).

RETENTI ON
Retain until superseded or 3 years after separation of
enpl oyee and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)

| NSURANCE DEDUCTI ON FI LES (ltem 7-9)
These are reports and rel ated papers including copies of vouchers
and paynment schedul es pertaining to insurance deductions.

RETENTI ON
Retain for 3 years after separation of enployee and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/91)
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SCHEDULE 7
PAYROLL RECORDS

LEAVE ADJUSTMENT REPORT (Item 7-10)
These are reports of all |eave adjustnments nade during a pay
period. This report includes category of adjustnents, the anount,
soci al security nunber, and nane.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1995)

(Approved 06/91)

LEAVE APPLI CATI ON FI LES (Item 7-11)
These are applications for |eave and supporting papers relating

to request for, and the approval of taking |eave tinme (vacation,
sick, etc.).

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)

LEAVE DATA FI LES (ltem 7-12)

These files contain records of conpilations of |eave earned and
t aken. | ncludes the annual |eave conpilation card.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1995)

(Approved 06/91)
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SCHEDULE 7
PAYROLL RECORDS

PAYRCOLL REGQ STER (Item 7-13)
This register is a nunerical listing by check nunber and agency
codes of all payroll checks issued by the county. It includes
code, date, warrant nunber, nanme of enployee, social security
nunber, types and anmounts of individual deductions, and may
i nclude hourly rate, and nunber of hours worked. Though this
register is frequently used to reference specific payroll checks,
it mght be the only record of enployee salaries and would then
serve the sanme retirenment purpose as the Enpl oyee earnings
history files.

RETENTI ON
Retain for 7 years if agency has enpl oyee earnings history
files and then destroy. Retain for 65 years, if agency
does not have enployee history files and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (2002)

(Approved 03/03)

RETI REMENT BENEFI TS ASSI STANCE FI LES (ltem 7-14)
These files contain correspondence, nenoranda, annuity estinates,
and ot her records used to assist retiring enpl oyees or survivors
in claimng insurance or retirenment benefits.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1995)

(Approved 06/91)
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SCHEDULE 7
PAYROLL RECORDS

RETI REMENT FI LES (Item 7-15)
These are reports and register control docunents relating to an
enpl oyee' s retirenent.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1995)

(Approved 06/91)

SAVI NGS BOND PURCHASE RECORDS (ltem 7-19)
These records docunent the payroll deduction and purchase of U S
Savi ngs Bonds.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

SAVI NGS BOND PURCHASE SUMVARY REPORT (I'tem 7-20)
These reports |ist enployee U S. Savings bond purchases and
remai ni ng bond bal ances.

RETENTI ON
Retain until adm nistrative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/ 95)
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SCHEDULE 7
PAYROLL RECORDS

TAXABLE WAGE EARNI NG REPORTS (Item 7-16)
These files contain records on individual enployee's incone
taxes. Include returns on incone taxes such as IRS Form W 2,
reports of withheld federal taxes, such as RS Form W3 with

rel ated papers, and reports relating to incone and soci al
security taxes.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)

TI ME SHEETS (Item 7-17)
These are records which verify hours worked, sick |eave,

vacation, overtinme, and holidays earned and taken by county
enpl oyees.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-3-302 (1)(e) (1995)

(Approved 06/91)
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SCHEDULE 7
PAYROLL RECORDS

WACGE SURVEY FI LES (ltem 7-18)
These files contain wage survey reports and data, working papers
and rel ated correspondence pertaining to area wages paid for each
enpl oyee cl ass; background papers establishing need,
aut hori zation, direction, and anal ysis of wage surveys;
devel opnent and i npl enentati on of wage schedul es; and devel opnent
of specific rates (excluding authorized wage schedul es and wage
survey recapitulation sheets).

RETENTI ON
Retain until conpletion of second succeedi ng wage survey
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)
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PERSONNEL RECORDS
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SCHEDULE 8
PERSONNEL RECORDS

ADVERSE ACTI ON FI LES (Item 8-1)
These are case files and related records created in review ng an
adverse action (disciplinary or nondisciplinary renoval
suspensi on, |eave w thout pay, reduction in force) against an
enpl oyee. The file includes a copy of the proposed adverse action
W th supporting papers; statenents of w tnesses; enployee's
reply; hearing notices, reports, and decisions; reversal of
action; and a record of appeals, excluding letters of reprimnd
which are normally filed in official personnel files.

RETENTI ON
Retain for 3 years after case is closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/91)

COMPREHENSI VE EMPLOYMENT AND TRAI NI NG ACT (CETA) PERSONNEL FILES (ltem 8-2)
These personnel files contain information on all persons
(full-tinme, part-tinme, and tenporary enpl oyees) hired through
federally funded CETA prograns. These enpl oyees were not |ater
hired as full-tinme regular county enpl oyees. CETA is an obsol ete
federally funded enpl oynent program

RETENTI ON
Retain for 5 years fromthe date of enrollnent and then
destroy (20 CFR 678 (1990)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1995)

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

COURT ORDERED COVMUNI TY SERVI CE FI LES (Item 8-3)
These files docunment participation in court ordered conmunity
service projects. Adistrict, circuit, or juvenile court may
order the conpletion of a specific nunber of hours of community
service in lieu of ajail termor paynent of a fine. The files
include an introduction formfromthe court which contains nane,
nunmber of hours of comunity service ordered to perform by which
date, and any expectations; a copy of the court order; and tine
sheet show ng how many hours are conpleted. The court having
jurisdiction of the case retains the record copy of these
records.

RETENTI ON

Retain for 1 year after conpletion of community service and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Exenpt : Rul e 4-202.03(10) (1995), CJA
(Approved 06/91)
COURSE ANNOUNCEMENT FI LES (1tem 8-31)

These are informational files on county enpl oyee training
opportunities. They are used for reference purposes. They include
panphl ets, notices, catal ogs, and other records that provide
informati on on courses or prograns offered to county enpl oyees by
gover nment agenci es or non-governnental organizations.

RETENTI ON
Retain until superseded or obsol ete and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 95)
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SCHEDULE 8
PERSONNEL RECORDS

ELI A BILITY REG STER (Item 8-4)
This is a register of persons identified as qualified (eligible)
to fill specific county positions. The county hires fromthis
register.

RETENTI ON

Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)

EMPLOYEE HI STORY CARD (Item 8-5)
These cards provide a summary of individual county enpl oynent.
They are used exclusively for easy reference. The cards incl ude
t he enpl oyee's nane, date service began, social security nunber,
birth date, health certificates and dates, work experience,
sal aries, and special assignnments.

RETENTI ON
Retain for 7 years after separation or 2 years after
retirement and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1995)

(Approved 06/91)

Ut ah County CGeneral Records Retention Schedul e 1996 63



SCHEDULE 8
PERSONNEL RECORDS

EMPLOYEE TRAI NI NG FI LES (I'tem 8-6)
These files docunment course availability and county enpl oyee
participation in training prograns sponsored by the county, other
gover nment agenci es, and non-governnental institutions. They
i ncl ude correspondence, reports, participant lists, and other
items. The actual training certificates and transcripts are filed
i n individual personnel files.

RETENTI ON
Retain for 6 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

EMPLOYEE WARNI NG FI LES (ltem 8-7)
These are unacceptabl e perfornmance appraisals where a notice of

proposed denotion or renoval is issued but not effected, and al
rel ated docunents.

RETENTI ON

Retain for 1 year after enployee conpl etes an acceptabl e
performance review fromthe date of the witten advance
noti ce of proposed renoval or reduction in grade and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

EMPLOYMENT APPLI CATI ONS ( NOT HI RED) (1tem 8-8)
These are application forns conpl eted by persons seeking county
enpl oynent who were not hired. They include the nane, address,
and phone nunber of the applicant, enploynent history, education,
and a |list of references.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/91)

EMPLOYMENT ELI G BI LI TY RECORDS (I-9) (1tem 8-34)
This formis required by the U S. Immigration and Naturalization
Service to be conpleted by all enployers when hiring, or when
recuiting for a fee or when continuing to enploye individuals in
accordance wwth 8 CFR 274a.2 (1993). It is used to verify that
t he prospective enployee is a U S. citizen, resident alien, or
legal inmgrant eligible to be hired in the United States.

RETENTI ON
Retain for 3 years after date of hire or one year after
date the individual's enploynment is term nated, whichever
is longer (8 CFR 274a.2 (1993)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 11/95)

EQUAL EMPLOYMENT OPPORTUNI TY (EEOQ) COWPLI ANCE CASE FI LES (I'tem 8-9)
These are conpliance files containing background papers and
correspondence relating to contractor enploynment practices.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) DI SCRI M NATI ON COVPLAI NT CASE (Iltem 8-10)
FI LES

These files docunment official discrimnation conplaints received

and resol ved by the county. The files contain conplaints, related
correspondence, reports, exhibits, w thdrawal notices, copies of

deci sions, records of hearings and neetings, and other records as
described in 29 CFR 1613. 222 (1992).

RETENTI ON

Retain for 4 years after resolution of case and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1) (b) (1995)

(Approved 06/91)

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) PROGRAM FI LES (Item 8-11)
These files docunent the adoption and adm nistration of county
affirmative action prograns under the Cvil R ghts Act of 1964
and the Equal Enploynment Qpportunity Act of 1972. The files
i ncl ude program correspondence, program plans, reports and may
i nclude antidiscrimnation commttee neeting records and reports.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) STATI STICS FI LES (ltem 8-12)

These files contain enploynent statistics and statistical reports
relating to race and gender.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) REPORTS (I'tem 8-36)
These reports are required to be filed with the Equal Enpl oynent
Qpportunity Comm ssion (EEOC) in accordance with the provisions
of Title VIl and the Americans with Disabilities Act (ADA) (29
CFR 1602 (1992)). They include statistical information on
enpl oyees hired, rehired, and term nated.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 8
PERSONNEL RECORDS

GREEN THUMB PROGRAM FI LES (Item 8-13)
These files docunment the county's participation in the Geen
Thunb Program This is a program designed to inprove the economc
and social conditions of older Anericans and rural comunities in
provi di ng essential conmunity services and pronoting the
enpl oynment and training of older Anericans. The G een Thunb
Programis sponsored by the National Farnmer's Union and is funded
by the U S. Departnent of Labor. Participants are | ow i ncone
persons 55 years and ol der who work an average of 20 to 24 hours
per week. The files include tinme cards, G een thunb enpl oynent
form performance review forns, enrollee job description, work
schedul e, and nedi cal exam nation form nenoranda, surveys and
rel ated correspondence.

RETENTI ON
Retain for 3 years after final expenditure report submtted
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1995)

(Approved 06/91)

GRI EVANCE AND DI SCI PLI NARY FI LES (Item 8-14)
These files docunment the review of grievances and appeal s rai sed
by county enpl oyees, except EEO conplaints. These case files
i nclude witnesses' statenments, reports of interviews, and
heari ngs; exam ner's findings, reconmendations and exhibits; and
records relating to a reconsideration request.

RETENTI ON
Retain for 3 years after case is closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e: unsubst anti at ed.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: substantiated (UCA 63-2-301(2)(0) (1995))

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

| NTERVI EW RECORDS (1tem 8-15)
These are records relating to interviews with prospective
enpl oyees and described in 29 CFR 1602.14 (1992). They i ncl ude
correspondence, reports, lists of questions, notes, and test
scores.

RETENTI ON
Retain for 6 nonths after hiring decision is made and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)

JOB OPENI NG FI LES (Item 8-16)
These files contain a listing of all current county jobs openings
with job descriptions.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

LABOR- MANAGEMENT RELATI ONS FI LES (Item 8-17)
These files docunent the relationship between county nmanagenent
and enpl oyee uni ons or associations. They include correspondence,
menor anda, and reports.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

MERI T EMPLOYEE PERFORMANCE- RELATED RECORDS (I'tem 8-18)
These are performance-rel ated records pertaining to sunmary
per formance apprai sal, including appraisals and job el enent

standards upon which they are based; and any supporting
docunent at i on.

RETENTI ON
Retain for 3 years after date of appraisal and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1995)

(Approved 06/91)

PERSONAL | NJURY FI LES (Item 8-19)
These files contain forns, correspondence and rel ated nedi cal and
investigatory records relating to on-the-job injuries, whether or
not a claimfor conpensation was nmade. They excl ude copies filed
in the Personnel files and those submtted to the Utah Industri al
Comm ssi on.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

PERSONNEL FI LES (1tem 8-20)
These files are the official enploynment files for all county
enpl oyees and usual ly include the original enploynent
application, correspondence, credential files, letters of
commendati on, pay and | eave history, work performance, training
certificates, and eval uation fornmns.

RETENTI ON
Record copy: Retain for 65 years or 3 years after
retirenment or death, whichever is
shorter, and then destroy.
Duplicate copies: Retain for 1 year after separation and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON

Publ i c: UCA 63-2-301(1)(b) (1995)
(Approved 03/03)
PERSONNEL REQUI SI TI ON AND ANALYSI S FI LES (Item 8-21)
These fornms are used by county departnments to fill vacant

positions and to request new positions. The form i ncl udes
position title, whether exenpt or nonexenpt, grade, step,
classification, part or full-time, replacenment or new position,
reasons for replacenent, requesting departnent, whether county
enpl oyees wil|l be considered for position, educational

requi renents, specialized training and experience required, and a
section to be conpleted if requesting new positions (special
functions, how those functions are currently being perforned, why
position is required, and signature of departnment head or el ected
official).

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

POSI TI ON DESCRI PTI ON FI LES (I'tem 8-22)
These files describe established positions including information
ontitle, grade, duties, and agency responsibilities.

RETENTI ON
Record copy: Retain for 5 years after position is
abol i shed or description is superseded
and then destroy.
Duplicate copies: Retain until position is abolished or
super seded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

PCSI TI ON SURVEY FI LES (I'tem 8-23)
These are survey reports on various positions prepared by
classification specialists determ ning accuracy of position
description, grade, and salary. They may al so include periodic
reports.

RETENTI ON
Retain for 3 years or until position is resurveyed
whi chever is first and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

PRE- EMPLOYMENT TESTS (1tem 8-29)
These exam nations are required of applicants for specific county
positions. They include date, position tested for, enployee nane,
soci al security nunmber, the actual test questions and applicant's
answers, and score.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: applicant's name and score

(Approved 09/ 95)

PREEMPLOYMENT HEALTH RECORDS (Item 8-37)
These heal th records docunment preenpl oynent physicals for county
positions providing the baseline health data on county enpl oyees
who qualified for specific positions particularly for the
sheriff's office and the fire departnent positions. These records
are used to limt liability in deploynment of workers, to
establish the health status of potential workers, and to limt
the effect of occupational rel ated di seases and conditions that
mght Iimt an enployee's ability to perform assigned duties.
These records include chest and back x-rays, hypertension
screeni ngs, blood series, and nedical histories.

RETENTI ON
Retain for 30 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 11/95)
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SCHEDULE 8
PERSONNEL RECORDS

PROMOTI ONAL TESTS (1tem 8-33)
These are tests taken by county enpl oyees to determ ne
eligibility for pronotion. They include the actual tests, answer
keys, individual test scores, and the results from oral
i ntervi ews.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 09/ 95)

PUBLI C DI SCLOSURE STATEMENTS (I'tem 8-30)
These statenments are required to be filed by elected or appointed
county officials to disclose any actual or potential conflict of
interest in accordance with UCA 17-16a-5. They include date,
enpl oyees nane and address, nane and address of person or
busi ness entity being assisted, or in which appointed or el ected
official has a serious substantial conflict; and a brief
description of the transaction as to which service is rendered or
is to be rendered and the nature of service performed or to be
performed (UCA 17-16a-5(3) (1995)).

RETENTI ON
Retain for 5 years after potential conflict resolved,
enpl oyee separation or until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 95)
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SCHEDULE 8
PERSONNEL RECORDS

QUARTERLY WAGE LI ST REPORTS (Item 8-24)
These are reports subnitted quarterly to the State Departnent of
Enpl oynment Security. They include the quarterly wage list (the
name and address of enployer, registration nunber, quarter ending
date, enpl oyee social security nunmber, nanme of enployee, hire
date of new enpl oyees, and total wages of quarter, the
rei mbursabl e enpl oynent, payrolls, and new hires report form
(nane and address of organi zation, non-insured workers,

i ndi vi dual amount for the first, second, third, and fourth
quarters, insured workers' nanes; phone nunber and departnent of
person conpleting form

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)

RECRUI TMENT FI LES (Item 8-25)
These files docunment the offering of county positions to
potential enployees. These files contain job offers which were
declined. The accepted offers are maintained in individual
personnel files.

RETENTI ON
Retain for 6 nonths after hiring decision is made and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

SALARY SURVEYS (1tem 8-32)
These are salary survey reports on various county positions. They
are used to conpare sal ary ranges, benefits, education and
experience required. They include enpl oyees nanes, positions,
grades, salaries, benefits, education, and experience.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302 (1995)
(Approved 09/ 95)
SUVMER YOUTH PROGRAM FI LES (I'tem 8-26)

These files docunment participation in the sumrer youth program
The summer youth program provi des enpl oynment with gover nnent
agenci es for youth between the ages of fourteen and ei ghteen. The
files include time cards, copies of office of |abor
training/nodification form enploynent applications, and rel ated
correspondence.

RETENTI ON
Retain for 3 years after term nation of enploynent and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1995)

(Approved 06/91)
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SCHEDULE 8
PERSONNEL RECORDS

TEACHI NG Al DS TRAI NI NG RECORDS (I'tem 8-27)
These are records of teaching aids which include manual s,
syl | abi, textbooks, and other training aids devel oped by the
agency.

RETENTI ON

Record copy: Permanent. Retain teaching aids created
by agency; retain training aids from
ot her agencies or private institutions
until obsol ete or superseded and then
destroy.

Duplicate copies: Retain until obsolete or superseded and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

TEMPORARY EMPLOYEES PERSONNEL FI LES (I'tem 8-28)
These are files maintained on tenporary enpl oyees which were
provi ded no benefits by the county. They include copies of
correspondence and enpl oynent forms. They do not incl ude
personnel records created for specific federal prograns.

RETENTI ON
Retain for 1 year after separation and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1) (b) (1995)

(Approved 06/91)
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SCHEDULE 9
PURCHASI NG RECORDS

CONTRACT PURCHASI NG RECORDS (Item 9-12)
These records docunent purchasing and construction contracts.
They include the contract, correspondence, and rel ated records

pertaining to award, adm nistration, receipt, inspection, and
paynents.

RETENTI ON

Retain for 6 years after expiration of contract
(UCA 78-12-23(2) (1994)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/95)

| NVO CES (Item9-1)

These records docunent the procurenent of goods and services for
the county. They usually include the date, nunber of itens

recei ved, descriptions of itens, invoice nunber, purchase order
nunber, vendor, unit and total price of goods. Invoices are

usual ly part of the Accounts payable files or purchase order
files.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 9
PURCHASI NG RECORDS

LEASI NG CONTRACT FI LES (Item 9-2)
These records docunent buil ding or equipnent |easing contracts
bet ween the county and a private vendor or other governnent al
agency. They include the actual |ease and other related records
docunenting the agreenent.

RETENTI ON
Retain for 4 years after contract expires
(UCA 70A- 2a-506) (1995)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

PROFESSI ONAL SERVI CE AGREEMENT RECORDS (Item 9-3)
These records docunent the professional service agreenents
bet ween any county agency and professional individuals or between
agencies for tenporary services. They include the service
agreenent and other related records.

RETENTI ON
Retain for 4 years after |ast paynent
(UCA 78-12-25(1) (1994)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/95)

PURCHASE ORDERS (Item 9-4)
These are forms authorizing the order to purchase supplies or
equi pnent by the county. They contain the name of requesting
agency, nane of vendor, item date ordered, delivery date,
pur chase order nunber, account charged, and authori zi ng
si gnat ure.

RETENTI ON
Retain for 4 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 9
PURCHASI NG RECORDS

PURCHASE REQUI SI TI ON FI LES (1tem 9-5)
These files contain requisitions for supplies and equi pnent for
current inventory.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

REQUESTS FOR PROPCSALS (I'tem 9-6)
These are proposals submtted by private vendors in response to
bi d requests by the county. They are used to nmake deci sions on
pur chasi ng equi pnent or adopting new systens. The proposal s
usual l'y include the nane, address, and phone nunber of conpany
subm tting the proposal; the proposal; advantages over other
sim lar equi pment or prograns; costs; and estimates of conversion
costs and tine.

RETENTI ON
Retain for 2 years after decision and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 9
PURCHASI NG RECORDS

REAL ESTATE ACQUI SI TI ON FI LES (Item 9-14)
These records docunent the purchase of real property by the
county. They include the contract and rel ated correspondence.

RETENTI ON

Retain for 7 years after unconditional sale of property and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(7) records prepared in
contenpl ati on of sal e, exchange, |ease,
rent al
(Approved 09/ 95)
SUCCESSFUL BI D PROPCSALS FI LES (ltem 9-7)

These files contain formal proposals submtted in response to the
bi ddi ng process to provide products or services to a county
agency by a private vendor which was awarded the county contract.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

TAX EXEMPTI ON RECORDS (Item 9-13)
These records docunment the county's sales tax exenption for

speci fic purchases. They include tax exenption certificates and
related records.

RETENTI ON

Retain for 3 years after period covered by rel ated account
and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/ 95)
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SCHEDULE 9
PURCHASI NG RECORDS

UNOPENED BI DS PROPCSALS FI LES (Item 9-8)
These are solicited and unsolicited bids and proposals to provide
products or services which, due to funding or adm nistrative
reeval uation, are no longer required by the county agency or wl|
not be opened to the bidding process.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

UNSUCCESSFUL BI DS AND PROPOCSALS FI LES (I'tem 9-9)
These are solicited and unsolicited unsuccessful (rejected) bids

and proposals to provide products or services to an agency by a
private contractor

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

VENDOR LI ST (I'tem 9-10)

This is a list of vendors providing goods and services to the
county. It usually includes nanes of vendors, addresses, phone
nunbers, and descriptions of goods or services provided.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 9
PURCHASI NG RECORDS

VOUCHERS (I'tem 9-11)

This is an official authorization to pay on a claimor bill.
I ncl udes nane of department fund, check nunber, date, anount of
claim transmttal sheet nunber, and authorizing signature.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 10
RI SK MANAGEMENT RECORDS

DI SASTER PLANNI NG FI LES (Item 10-1)
These files are used to prepare county-wi de plans for action to
address energency conditions (e.g., fire, flood, earthquake, and
ot her disasters). They include studies and eval uati ons undert aken
by the county and the conpl eted disaster plan.

RETENTI ON
Per manent. May be transferred to the State Archives with
the authority to weed.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-3-304 (10) (1995
(Approved 06/91)
| NSURANCE PQOLI CY FI LES (I'tem 10-2)

These are insurance policy contracts between the county and
private insurers.

RETENTI ON
Retain for 15 years after expiration of policy and
settlenent of all clains and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 06/91)
| NSURANCE REPORTS (I'tem 10-3)
These reports are used for the reference and generation of claim
files.
RETENTI ON

Retain for 12 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 10
RI SK MANAGEMENT RECORDS

LI ABI LI TY RI SK MANAGEMENT CASE FI LES (I'tem 10-4)
These case files docunent the reporting, investigation and
settlenment of liability clainms filed agai nst the county.

RETENTI ON
Retain for 20 years after case closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-3-304 (23) (1995
(Approved 06/91)
LOSS CONTROL | NSPECTI ON REPORTS (Item 10-5)

Each year a county agency may undertake self-inspection to
identify potential hazards within their buildings or on their
grounds. If the agency conpletes this report, they can get a 15
percent discount on their premumafter a foll ow up survey has
been conducted. This record m ght al so be used as evidence in
defense of a claim

RETENTI ON
Retain for 12 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-3-304 (23) (1995

(Approved 06/91)
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SCHEDULE 10
RI SK MANAGEMENT RECORDS

MEDI CAL AND DENTAL | NSURANCE CLAI M FI LES (I'tem 10-6)
These files contain nmedical and dental clains for county
enpl oyees. They are used to track clains and for cost anal ysis of
I nsurance prograns.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Pri vat e: UCA 63-3-302 (1)(a) (1995)

(Approved 06/91)
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SCHEDULE 11
COUNTY ASSESSCR RECORDS

APPRAI SAL CARDS (ltem11-1)
These records contain the conplete informati on on the apprai sal
and assessnent of real property. The folders contain the
t axpayer's nanme, property address, serial nunber, |egal
description including acreage, inprovenents (size, quality of
building, list of taxable features of inprovenent and phot ographs
of inmprovenents), assessed valuations for |and and inprovenents,

notes regardi ng Board of Equalization adjustnments, and factoring
wor ksheet s.

RETENTI ON
Per manent. Cards for denolished structures and maj or
reapprai sals are permanent. Cards for split properties and

ot her appraisals should be retained only for 4 years and
t hen destroyed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: Al other information.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: | ncone dat a

(Approved 06/91)

ASSESSMVENT CERTI FI CATE (ltem 11-2)

This is a three-part personal property tax notice for notor
vehicles, trailers and canpers, and boats. After paynment of taxes
and validation, notice becones a vehicle receipt. This notice

i ncl udes county nane and year, nanme and address, nake, nodel and
style, vehicle identification nunber, year of vehicle, assessed
val uation, and an indication of property type.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

Ut ah County CGeneral Records Retention Schedul e 1996 90



SCHEDULE 11
COUNTY ASSESSCR RECORDS

ASSESSVENT ROLL PRI NTOUT (I'tem 11-3)
This is a summary of annual real property assessnents and
paynents. It is used as a work sheet. This printout includes the
assessnents, paynents, date, serial nunber, |ocation and
equal i zati ons. THE RECORD COPY OF THE TAX ASSESSMENT ROLL IS
MAI NTAI NED BY THE COUNTY TREASURER PERMANENTLY.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

GREENBELT APPLI CATI ONS (ltem 11-4)
These application forns are used to request taxation under the
Farm and Assessnent Act which allows for the assessnent of
agricultural land on the basis of its productive val ue rather
than its market value. "The owner of land eligible for valuation
[under the Farm and Assessnent Act] rnust submit an application to
t he county assessor of the county in which the land is | ocated"
(UCA 59-2-508 (1995)). The application shall be filed by March 1
on forms prescribed by the State Tax Comm ssion and supplied by
the county assessor. The original is kept by the county assessor
and is recorded by the county recorder.

RETENTI ON
Retain for 5 years after property w thdrawn from greenbelt
status and then destroy, if recorded with county recorder;
permanent, if not recorded.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: Al other information.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: Lease information, incone tax forns
(Schedul e F)

(Approved 10/ 95)
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SCHEDULE 11
COUNTY ASSESSCR RECORDS

GREENBELT ROLL- BACK RECORDS (Item 11-5)
These records are of additional tax or a "roll-back" tax,
assessed on | and no longer in agricultural use (UCA 59-2-506
(1995)). These records usually include a certificate of roll-back
tax lien and a conputation sheet. In sone counties, these records
are filed with the Appraisal Cards.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

GREENBELT W THDRAWAL RECORDS (ltem 11-6)
These State Tax Commi ssion fornms are used to request the
w t hdrawal of |and from greenbelt status. Omers "shall w thin
180 days after the change in |land use notify the county assessor
of the change in land use and pay roll-back tax" (UCA 59-2-512
(1995)). They include the name, property serial nunber, date
filed, conplete | egal description, reason for wthdrawal, and
signature. In sone counties, these forns are filed wth the
Appr ai sal Cards

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

Ut ah County CGeneral Records Retention Schedul e 1996 92



SCHEDULE 11
COUNTY ASSESSCR RECORDS

MOBI LE HOVE ASSESSMENT RECORDS (ltem 11-7)
These are a five-year record of tax assessments on nobil e hones.
They include the owner's name, taxing district, account nunber,
address, make, nodel, l|ocation, vehicle identification nunber,
cost and percentage of assessnment, a record of paynent and
sonetinmes a picture of the unit.

RETENTI ON

Retain for 6 years or 1 year after renoval from county and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

PERSONAL PROPERTY AFFI DAVI TS (ltem 11-8)
These are forns sent to businesses to report personal property.
In some counties the formis returned to the county assessor for
conputation of tax, in others, taxpayer conmputes his own taxes
and return paynent with form The affidavits include seri al
nunber, taxable property l|location, equipnent listing, trade
fixtures, other personal equi pnent, purchase price, rented and
| eased equi pment listings, rent/| ease paynents, business |icense
nunber, and sal es tax number or taxpayer number.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 06/91)
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SCHEDULE 11
COUNTY ASSESSCR RECORDS

PERSONAL PROPERTY AUDI TS (Item 11-9)
These are audits conducted on personal property by the State Tax
Conmi ssion. Their results are reported to the county assessor.
Information is usually nore specific than that contained on the
Personal Property Affidavits. The audits include the business
name, address, serial nunber, auditor's nane, property type,
supply list, equipnent, cost, assessed value and any additi onal
conment s.

RETENTI ON
Record copy: Retain by State Tax Conmission for 5
years and then destroy.
Duplicate copies: Retain by County Assessors for 5 years
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 59-2-705 (1995).

(Approved 06/91)

PERSONAL PROPERTY CARDS (lItem 11-10)
These cards are a five-year record for each personal property
account. Includes nane and address, account nunber, tax district,
assessed val ue, tax anount, date paid and recei pt nunber, years
in which the account was estinmated because the taxpayer failed to
file an affidavit, years in which the account was audited, and
not ati ons of partial paynments made. Sone counties use the cards
as a tickler device to follow up on delinquent accounts. Al so
cal l ed Personal property blotter.

RETENTI ON
Retain for 6 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 06/91)

Ut ah County CGeneral Records Retention Schedul e 1996 94



SCHEDULE 11
COUNTY ASSESSCR RECORDS

PERSONAL PROPERTY TAX NOTI CE (Item 11-11)
This is a notice sent to taxpayers for personal property taxes.
It includes nanme, address, identification nunber, property
description, quantity, taxable value, total personal property
val ue, tax rate, tax anmpunt, any interest due on taxes, total tax
anount, bal ance due, and date payabl e. Upon paynent of taxes and
validation, the tax notice becones the Personal property receipt.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)

PLATS (ltem 11-12)
These are copies of county recorders plats of property within the
county. "The assessor shall keep in a nap book a plat of the
various parcels wthin any county, city or town, and identify for
each parcel the nanme of the person to whomit is assessed" (UCA
59-2-312 (1995)). These plats nust conply with prescribed m ni mum
standards (UCA 59-2-317 (1995)).

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 11
COUNTY ASSESSCR RECORDS

PROPERTY | NFORMATI ON REPORT (ltem 11-13)
This are lists of all parcels within the county. The report
i ncl udes serial nunber, owner's nane, address, taxing district
and | and descri ption.

RETENTI ON
Retain for 2 years after information is updated and then
destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/91)
REFUNDS RECORDS (ltem 11-14)

These are fornms used for refunds made for double or erroneous
paynents of personal property tax. The forns include value, rate
and tax dollars in error. In sone counties, the assessor does not
i ssue refunds, but only recommends a refund to the county

audi tor. Such recommendati ons usually contain nane, address,
taxing district, year and make of vehicle, value and tax anount
pai d, reason for refund and anount refunded.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)
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SCHEDULE 11
COUNTY ASSESSCR RECORDS

SALES RATI O REPORTS (Item 11-15)
This conmputer report contains information conpiled fromthe
annual survey of property sales conducted by the State Tax
Conmi ssion and in sone cases |ocal assessors. It is used to
verify the accuracy of the assessnent |evel. Sales are conpared
with the respective assessed valuations. The sales ratio study
consists of data on individual sales together with statistical
sumaries and reports. The data is nornmally conpiled on nagnetic
t ape.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/91)

TAX COLLECTI ON REPORT (ltem 11-16)
This is a report of personal property tax collections. The report
i ncl udes account nunber, tax year, taxing district, business or
farm name, date, tine, receipt nunber, anmount, daily totals, and
grand totals.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 11
COUNTY ASSESSCR RECORDS

TAX RELEASES (ltem 11-17)
This is a release formconpl eted on notor vehicles or nobile
homes when property tax is not due or the property is exenpt. It
may al so be referred to as a tax clearance. It is used mainly for
incone tax audits and tax sale information on vehicles that have
been attached or secured to real property. A tax rel ease nust be
conpl eted before an auto dealer shifts inventory outside the
county or a nobile hone is noved out of the county as evidence of
personal property tax paynent.

RETENTI ON
Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 12
COUNTY ATTORNEY RECORDS

ClVIL CASE FILES (ltem 12-1)
These case files docunent significant civil court cases in which
the county is a party or represents the interest of the State of
Ut ah. They include case nunber, plaintiff, defendant, nature of
case, attorney's notes, related correspondence, and fi nal
verdict. This information is largely duplicated in court files
and coul d be weeded after the case cl osed.

RETENTI ON
Record copy: Retain for 10 years after case cl osed and
t hen destroy.
Duplicate copies: Retain for 1 year after case closed and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 03/92)

COLLECTI ON CASE FI LES (Item 12-2)
These case files docunent the "prosecut[ion of] all actions for
the recovery of debts, fines, penalties, and forfeitures accruing
to the county" (UCA 17-18-1(8)(b) (1995)). They include various
court filings, attorney's notes, and final judgnent.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 03/92)
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SCHEDULE 12
COUNTY ATTORNEY RECORDS

FELONY CASE FI LES (ltem 12-3)
These case files docunent felony cases filed and prosecuted in
district court. They contain the case nunber, defendant's nane,
charge, indictnent and arrai gnnent dates, plea, bond anount,
trial date, verdict, and sentence. May al so contain police
records, offense reports, witness lists, subpoenas, FBI reports,
phot ogr aphs, and attorneys' notes. This information is largely
duplicated in case files and could be weeded after the case is
cl osed and all appeal s heard.

RETENTI ON
Record copy: Retain for 10 years after case closed and
t hen destroy.
Duplicate copies: Retain for 1 year after case closed and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 03/92)

HOM Cl DE AND OTHER MAJOR CRI M NAL CASE FI LES (ltem 12-4)
These case files docunent hom ci des and ot her major crim nal
cases filed and prosecuted in the district court. They contain
t he case nunber, defendant's nanme, charge, dates of indictnent
and arrai gnnent, plea, anmount of bond, trial date, verdict, and
sentence. May al so contain police records, offense reports,

w tness |ists, subpoenas, FBI reports, photographs, and
attorneys' notes. This information is largely duplicated in court
files and should be weeded after the closure of the case.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain for 10 years after case cl osed and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 03/92)
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SCHEDULE 12
COUNTY ATTORNEY RECORDS

LEGAL CASE | NDEX (1tem 12-5)
This is an index to civil and crimnal (felony and m sdeneanor)
case files show ng case nunber, nanes of defendant(s) and
plaintiff(s), case type, date filed and di sposed, decisions, and
not ati ons concerni ng case activities.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 03/92)

M SDEMEANOR CASE FI LES (lItem 12-6)
These case files docunment routine m sdenmeanor crimnal cases
prosecuted in circuit courts. They contain the case nunber,
def endant's nane, charge, dates of indictnent and arrai gnnent,
pl ea, bond amount, trial date, verdict, and sentence. My al so
contain police records, offense reports, witness |ists,
subpoenas, FBI reports, photographs, and attorneys' notes. This
information is largely duplicated in court files and should be
weeded after the case is closed.

RETENTI ON
Record copy: Retain for 7 years after case closed and
t hen destroy.
Duplicate copies: Retain for 1 year after case closed and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 03/92)
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SCHEDULE 12
COUNTY ATTORNEY RECORDS

OPI NI ONS (Item 12-7)

These are the formal |egal opinions witten by county attorneys
in response to requests received from"county, district, and
precinct officers on matters relating to the duties of their
respective offices" (UCA 17-18-1(8)(c) (1995)). They show date of

opi ni on, advice or opinion, and nane of requesting office or
depart nent.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 13
COUNTY AUDI TOR RECORDS

ABATEMENT APPLI CATI ON FI LES (ltem 13-1)
These records are used for granting exenption of property taxes
for disability, aged, veteran status or extreme hardship. The
actual nunbers and types of abatenments vary according to size of
the auditor's office. These files contain application forns
conpl eted by taxpayers requesting exenption of property tax.

I ncl udes applicant's name, address, birth date, age, soci al
security nunber; property serial nunber; nane of county; a series
of questions concerning financial situations; nunbers of acres;
conput ati on of household i ncome; the notarized signatures of
applicant and applicant's spouse; all necessary supporting
docunentation; and action taken. Since abatenent records are
historically valuable, the retention of these records is
dependent upon which records are created by the office.

RETENTI ON
Retain for 6 years and then destroy, if agency has the

Abat ement Card I ndex. Permanent; if agency has no Abatenent
Card | ndex.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGCGESTED SECONDARY CLASSI FI CATI ON

Publ i c: Applicant's nanme, anount of exenption,
property tax serial nunber, nunber of
acres

(Approved 03/91)
ABATEMENT CARD | NDEX (ltem 13-2)

This card index describes property held by applicants for tax
abatenents. It is used to reference information on persons
receiving tax relief. Includes serial nunbers, nanes of
applicant, address, value of property exenpt, anount of
exenption, date of approval and approving initials.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 13
COUNTY AUDI TOR RECORDS

ABATEMENT REQ STER (lItem 13-3)
This conputer printout lists the names of persons receiving tax
exenpti ons because of disability, age, veteran status or extrene
hardshi p. The register also lists all parcels owned, the anount
of abatenent, and status (w dow, orphan, veteran, indigent, blind
or di sabl ed).

RETENTI ON
Retain until superseded or updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

ASSESSED VALUATI ON AFFI DAVI TS AND CERTI FI CATE FI LES (lItem 13-4)
These files contain various fornms which report to the county
auditor the official |levies set by the county comm ssion, city
council s, school boards, and special district directors. Includes
t he nanes of the governnent entity, year, purpose of |evy, |egal
aut horization, mlls levied, total levy, certification by taxing
unit (date and authorizing signature), and certification by
county auditor. Attached to these fornms are all necessary back up
i nformation.

RETENTI ON
Retain for 10 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 13
COUNTY AUDI TOR RECORDS

ASSESSED VALUATI ON REG STER (Item 13-5)
This register lists all assessed valuations in the county.
I ncl udes the property serial nunber, nane and address of owners,
and assessed val ue of property. In sone counties the assessor and
treasurer naintain the record copy while auditor only has a
duplicate.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

AUDI T REPORTS (Item 13-6)
These are reports prepared by external auditors exam ning and
verifying the county's financial activities for the year.
| ncl udes statenments of receipts and di sbursenents and establi shed
funds of the county.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

AUDI TOR' S ANNUAL REPORTS (Item 13-8)
These are the official public financial reports of budget
accounts and expenditures of all county agencies. The auditor is
required within 180 days after the close of each fiscal year to
"prepare and nake avail able” to county comm ssioners an annual
financial report (UCA 17-36-37 (1995)). Copies of this report are
filed with the state auditor

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 13
COUNTY AUDI TOR RECORDS

AUDI TOR S TAX DEEDS (ltem 13-7)
These deeds are issued by the county auditor conveying property
to purchasers of real property sold for delinquent taxes. "The
county auditor may, in the nane of the county, execute deeds
conveying in fee sinple all property sold at public sale to the
purchaser and to attest this with the auditor's seal. Deeds
i ssued by the county auditor . . . shall [include] the tota
anount of all the delinquent taxes, penalties, interest and
adm ni strative costs which were paid in for the execution and
delivery of the deed, the year for which the property was
assessed and sold to the county at prelimnary sale, a ful
description of the property and the nane of grantee, and when
execut ed and delivered by the auditor" UCA
59-2-1351.1(9)(a) (1995)). The deed issued by the county auditor
"shall be recorded by the county recorder"”

(UCA 59-2-1351.1(9)(c) (1995)).

RETENTI ON
Retain for 10 years and then destroy, if County Recorder
mai ntains official copy. Permanent, if Auditor's copy is
the official copy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 13
COUNTY AUDI TOR RECORDS

BOARD OF EQUALI ZATI ON M NUTES (Item 13-9)
These are the mnutes of the Board of Equalization. The County
Conmi ssion serves as the Board of Equalization determning tax
relief nmeasures in the county. The m nute books are not a
recordi ng of the proceedi ngs of the board neetings, but rather a
list of the decisions affecting taxation (both abatenents and
i ncreases) made by the board. It is used to docunent the tax
abat enents given by the board to the indigent, the aged, the
di sabled (and their wi dows), and veterans (and their w dows).

I ncl udes the book, page, line nunbers, and letters of the
assessnment roll, the nane of the person, lots affected, a
description of the property affected (block or section, plat,
townshi p, and range), the anmpunt abated or increased (the
assessed val ue of the estate, inprovenments, and personal
property), the total anount abated, and any rel evant remarKks.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 13
COUNTY AUDI TOR RECORDS

Cl RCU T BREAKER REI MBURSEMENT RECORDS (I'tem 13-16)
These records document reinbursements fromthe State Tax
Comm ssion to the county on circuit breaker tax abatenents. The
indigent and elderly may file a claimfor a homeowner's credit
with the county comm ssion by or before May 1 of each year. The
county comm ssion "shall conpile a list of claimnts and the
homeowner's credits granted to them for purposes of obtaining
paynment fromthe General Fund for that portion of the claimant's
l[iability for property taxes accrued represented by the credits
granted. Upon certification by the [state tax] conm ssion the
paynent shall be made to the county" (UCA 59-2-1206 (1995)). The
records include transmttal letter, a circuit breaker adjustnent
report including district nunber, serial nunber, nane, tax,
comment, date entered, user, totals, and grand totals.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

CORRECTED ASSESSMENT ROLL (ltem 13-17)
These rolls are a record of all property tax assessnments within
the county. The county auditor is required to correct the
assessment roll to "conformto the requirenents of the county
board of equalization and Conm ssion” and to deliver it to the
county treasurer by Novenber 1, (UCA 59-2-326 (1995)). The county
audi tor maintains a COPY for reference purposes and to respond to
guestions and conplaints while the county treasurer maintains the
per manent copy. The rolls include date, serial nunber, property
description, total evaluation, assessed valuation, total
exenptions, value as corrected, and property tax anount due.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 13
COUNTY AUDI TOR RECORDS

DEPCSI TS W TH THE STATE TREASURER (Item 13-18)
These forms acconpany deposits to the State Treasurer's office
for fees collected for the Children's Trust Fund and Di spl aced
Homemaker as part of the marriage |license fees. They serve as a
recei pt for deposits. They include depositor docunent nunber,
col l ecting organi zation's name and address, collection period,
accounting distribution organi zati on and account codes,
organi zati on name, amount collected, total remttance, preparer's
name and tel ephone nunber, authorizing judge or agent and date.

RETENTI ON
Retain for 3 years or until audit and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

EQUALI ZATI ON FI LES (I'tem 13-10)

These files docunment the activities of the Board of Equalization.
I ncl udes copi es of agenda, valuation notices, appraisal reports,
notices of adjustnent, and |ists of appeals.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 13
COUNTY AUDI TOR RECORDS

FI NAL VALUE AND TAX RATE STATE REPCRT (I'tem 13-15)
This is a report of property tax adjusted values and tax rates
after equalization. It is submtted to the State Tax Conmi ssion
by March 1 of the following year. It includes date, county code,
area code, tax rate, nunbers and taxable values of all centrally
assessed-val ues (transportation and utilities) |ocally-assessed
values (residential, commercial, industrial, and agricultural
real estate and nobile hones), relief values (veterans, blind,
etc.), and totals.

RETENTI ON
Retain for 4 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

FI NAL VALUE AND TAX RATE STATE REPCRT (I'tem 13-15)
This is a report of property tax adjusted values and tax rates
after equalization. It is submtted to the State Tax Commi ssion
by March 1 of the following year. It includes date, county code,
area code, tax rate, nunbers and taxable values of all centrally
assessed-val ues (transportation and utilities) |ocally-assessed
val ues (residential, commercial, industrial, and agricultural
real estate and nobile hones), relief values (veterans, blind,
etc.), and totals.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

Ut ah County CGeneral Records Retention Schedul e 1996 112



SCHEDULE 13
COUNTY AUDI TOR RECORDS

MONTHLY DEPARTMENT REPORTS (ltem 13-11)
These are nonthly reports submtted to the county auditor from
t he various county departnments (e.g., county assessor, county
clerk, county recorder, county treasurer, justice courts). They
are used in creating nonthly financial reports for the county
commi ssion. Includes the nonth and year, the anount of fines,
fees, taxes, and other nonies collected by the departnents.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

STATE TAX COW SSI ON REPORTS (Item 13-12)
These reports are two annual statenents which are submtted to
the State Tax Comm ssion. The first is due before June 8 and the
second before Novenber 1. The county auditor wll "prepare from
t he assessnent book of that year a statement showi ng in separate
colums: total value of all property; total value of all rea
estate including patented mning clainms, stated separately; val ue
of inmprovenents; the val ue of personal property exclusive of
noney; and the nunber of acres of |land and the nunber of patented
mning clainms, state separately"” (UCA 59-2-322 (1995)). The
second statenent reports "the amobunt and val ue of all property in
the county, as classified by the county assessnment rolls, and the
val ue of each class; the total anount of taxes remtted; the rate
of county taxes" (UCA 59-2-325 (1995)). This statenent is nade in
dupl i cate upon bl anks furnished by the state auditor. One copy is
sent to the State Tax Comm ssion and one to State Auditor.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 13
COUNTY AUDI TOR RECORDS

TAX DI STRI BUTI ON REPORTS (lItem 13-13)
These are the nmonthly and yearly summary reports of
appropriations of collected taxes by taxing districts.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

TAX SALE M NUTES (Item 13-14)
These are the mnutes of the actual sale of real property at tax
sales. Includes the date, tine and place of sale, nanes of
per sons conducting the sale, description of proceedings, listing
of properties sold, amount of taxes owed, purchase price, and
nanme(s) of purchaser.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 13
COUNTY AUDI TOR RECORDS

VALUATI ON NOTI CES (I'tem 13-19)
This notice is required to be sent by the county auditor to "al
owners of real estate"” on or before July 22 of each year prior to
the proposed increase of tax revenues (UCA 59-2-919(4) (1993)),
to notify property owners of their proposed valuations. It
i ncl udes year, tax district nunber, serial nunber, property
| ocation informati on, nane and address of property owner,
property's market val ue, property type, previous year's market
val ue, and current year's market value, property tax listing
taxing entities current tax anounts if no budget change nade and
i f proposed budget adopted, date, tine, and | ocation of public
budget neeting, total property tax, and explanation and
i nstruction sheet explaining eval uation.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 14
COUNTY CLERK RECORDS
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SCHEDULE 14
COUNTY CLERK RECORDS

ABSENT VOTER REG STERS (ltem 14-1)
These are the official registers of absentee voters. They are
used to docunent registered voters who were unable to vote in
person and nade application to vote absentee. The register
i ncludes el ection and year, nane of absent voter, address of
absent voter, date ballot mailed, voting district, date absent
voter application received, ballot nunber, date nmailed to absent
voter, and date ballot received.

RETENTI ON
Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

APPROVED CLAI M5 LI ST (Item 14-2)
This is a nonthly listing of all clainms certified by the county
clerk for paynent. It is used for auditing purposes. The listing
i ncl udes nane of payee, warrant nunber, anount, date redeened,
totals, and a signed statenent certifying that it is a full and
correct list of all clainms approved by the County Comr ssioners.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
COUNTY CLERK RECORDS

BEER LI CENSE FI LES (ltem 14-3)
These files document the issuance of beer licenses within the
uni ncor porated areas of the county. They are used for the
application, the investigation, and the issuance or denial of
beer |icenses. Some counties have chosen to regul ate the sal e of
beer in accordance with Uah law. "Any |ocal authority may . .
i ssue, suspend, and revoke permts or licenses to sell beer for
on-prem se consunption . . . [and] "to general food stores and
ot her establishnments to sell beer at retail for off-prem se
consunption” (UCA 32A-10-101(1)(c,d) (1995)). The files include
i nvestigative Sheriff's reports, correspondence, and the original
appl ication.

RETENTI ON
Retain for 5 years after expiration of license and then
destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 03/91)
Bl RTH REG STERS (ltem 14-4)

These vol unes register births which occur within the county. They
were created fromcertified birth reports filed with the county
clerk. From 1898 to 1905, the county clerk was required to "keep
separate registers to be known as the 'register of births' and
"regi ster of deaths' in which births and deaths certified to him
must be nunbered in the order to which they were reported to hint
(Utah Rev. Stat. 57:3032 (1898)). In 1905, the responsibility of
recording births was transferred to the Departnent of Heal th.
OBSCLETE RECCRD

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
COUNTY CLERK RECORDS

BOUNTY RECORD AND | NDEX (Item 14-5)
These books docunment the paynent of county and state bounties for
the killing of various predators. To receive paynent hunters

conpl eted appropriate forns and filed themw th the county clerk.
The clerk then issued "a certification under the seal of his

of fice stating the nunber and kind of skins involved and stating
the sum person entitled" (UCA 4-6-8 (1953)). The county clerk was
also required to "keep a record in a bounty book of all county
certificates issued by hinl' (UCA 4-6-11 (1953)). In 1975, the | aw
was repeal ed and the responsibility was given to the Comm ssi oner
of Agriculture. OBSOLETE RECORD

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

BULL REQ STER (lItem 14-6)
This volume is a register of certificates issued for purebred
bulls ranged within the county. By law, only purebred bulls of
some "recogni zed breed of beef cattle" could be ranged on public
lands in Uah (see Laws of Utah, 1915, chapter 52). Until anmended
by the state legislature in 1945 (Laws of U ah 1945, chapter 3),
the law required county clerks to register certificates from
breedi ng associ ations for purebreed bulls ranged within their
county. OBSOLETE RECORD

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
COUNTY CLERK RECORDS

CAMPAI GN FI NANCI AL DI SCLOSURE STATEMENTS (Item 14-39)
These are financial reports required to be submtted by al
candi dates for county el ected offices in accordance with UCA
17-16-16.5 (1995)). Each candidate is required to report his
item zed and total canpaign contributions at |east once within
two weeks before the election and at | east once within two nonths
of the election. The financial report nust identify each
contribution over $50, the donor's nanme, and anount, and each
expendi ture, the name of the recipient and the anount of the
expendi t ure.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

CERTI FI CATES OF Cl Tl ZENSHI P (I'tem 14-8)
These books contain copies of certificates of citizenship issued
to newy naturalized United States citizens. The certificates are
printed forns containing blanks for the date, individual's nane,
pl ace of birth, current county of residence, and the notarized
signature of person seeking citizenship renouncing allegiance to
any other country.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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CERTI FI ED CANDI DATES LI ST (ltem 14-7)
"Each registered political party [participating in the primary
el ection] shall submt the nanes of its county candidates to the
county clerks . . . by 5 p.m on My 20 of each even-nunbered
year" (UCA 20A-9-403(2)(a) (1995)). Parties not participating in
the primary election "shall submt the nanmes of its county
candi dates to the county clerks . . . by 5 p.m on August 15 of
each even-nunbered year” (UCA 20A-9-903(2)(b) (1995)). After
receiving and reviewng the certified lists the county clerk
"conducts a lottery to determ ne the order of the candi dates
names on the ballot” and "shall post or publish a primary
el ection notice as specified by UCA 20A-9-403(3,4) (1995).

RETENTI ON
Retain for 1 year after the election and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

COW SSI ON AGENDA FI LES (ltem 14-9)
These files docunment the public notification of regular and
speci al comm ssion neetings. The files include agenda (cont ai ning
date, tinme, location of neeting, itens to be discussed) and
conpleted forns requesting itens to be included on the agenda.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
COUNTY CLERK RECORDS

COUNTY COWM SSI ON M NUTES AND | NDEXES (Item 14-10)
These are minutes of regular and special neetings of the county
conmi ssioners. They are used to docunent the actions and
deci sions of the comm ssion. County conm ssion mnutes record the
appoi ntnments of county officials; the receipt of citizen's
petitions; the adoption of annual budgets; the review of tax
recei pts and rates; and the discussions of public services such
as roads, water, sewage, police and fire protection. These m nute
books include the tinme and place of the neeting, nanes of
comm ssi oners present and absent, summary of the proceedi ngs and
deci si ons nade by the board.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

COUNTY OFFI Cl ALS REGQ STER (ltem 14-11)
This register contains a listing of all elected and appoi nted
county officials. It is used for reference purposes. It includes
the nane of the elected or appointed official, residence, office,
date of election or appointnent, beginning and ending term dates,
anmount of bond posted, nane of sureties, and remarks (usually
date of resignation or date of death).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
COUNTY CLERK RECORDS

DEATH REG STERS (Item 14-12)
These registers record deaths occurring in the county. They were
created fromcertified death reports filed with the county cl erk.
From 1898 to 1905, the county clerk was required "to keep
separate registers, to be known as the 'register of births' and
the 'register of deaths' in which births and deaths certified to
hi m nust be registered in the order by which they are reported to
hinm (Uah Rev. Stat. 57:1032 (1898)). In 1905, the
responsibility of recording deaths was transferred to the State
Departnent of Health. OBSOLETE RECORD

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

DECLARATI ONS OF | NTENTI ON (Item 14-13)
These vol unes contain conpleted preprinted declaration of
intention fornms for county residents seeking to becone United
States citizens. A declaration of intention preceded a petition
to beconme a citizen by two or nore years. The forns included the
following information: state; county; name, age, occupation, and
description of applicant; place and date of birth; current
residence; information on inmmgration (name of vessel, port
arrived, date of arrival); and |last foreign residence and nane
and title of ruler to whom he woul d renounce all egi ance.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
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DEED FI LES (Item 14-14)
These files docunment the county purchase of real property. They
are used to docunent ownership and transfer of title of such
property. The files include the original recorded deeds (quit
claim warranty, May tax sale), policies of title insurance,
notices of tax sale, abstracts of titles prepared by the county
recorder and statenents of delinquencies. The county clerk shal
"execute under his seal and in the name of and for the county,
all deeds and conveyances of all real estate conveyed by the
county pursuant to resolutions of the board of county
commi ssi oners” (UCA 17-20-4(2)(1995)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

ELECTI ON BALLOTS (ltem 14-15)
These are the official ballots cast by voters in county
el ections. They shall be preserved "for at |east 22 nonths after

an election . . . destroy them w thout opening or exam ning then
(UCA 20A-4-202(2)(a) (1995)).

RETENTI ON
Retain for 22 nonths after the election or until tinme has
expi red during which ballots could be contested (UCA
20A-4-202(2) (1995) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 20A-4-106 (1995) and 20A- 4- 401
(1995).

(Approved 04/95)
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SCHEDULE 14
COUNTY CLERK RECORDS

ELECTI ON DI STRI CT MAPS (Item 14-16)
These bl ueprint maps are used to illustrate the boundaries of
el ection districts. They are used for reference purposes. The
maps i nclude roads, streans, nountains, cities and towns and have
had the boundaries of the voting districts added.

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

ELECTI ON FI LES (ltem 14-17)
These files docunment primary, general and school elections. They
are used to verify that elections were held in accordance with
state statutes (see Election Code, 20A UCA et. seq. (1995)). The
files include forns listing official party candi dates and
del egates; reports of county officers, state delegates to primary
convention reports for printing on primary el ection ballot; names
of candidates to be printed on the Novenber ballot; list of party
del egates by district to county convention; a letter detailing
expenditures for canpaigns by county comrittees and |ists of
applicants for registration agents; abstract of primary el ection
returns by county; copies of official and primary ballots;

i nformati on on mass neetings; expenses of candidates; and |ists
of registration agents and judges.

RETENTI ON
Retain for 4 years after general election and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
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ELECTI ON REGQ STRATI ON FI LES (Item 14-18)
These are four-part printed voter registration forns used to
register eligible voters. "Every person applying to be registered
shall conplete a registration form (UCA 20A-2-104 (1995)). They
i nclude the voter's nane, address, birthdate, birthplace, |ast
former address previously registered, political party (optional),
signature and sworn statenent of person conpleting form and
date. "The county clerk shall retain a copy in a permanent
countywi de file, which nmay be el ectronic or sone other recognized
system " (UCA 20A-2-104(2) (1995).

RETENTI ON
Per manent. (UCA 20A-2-104(2) (1995).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/95)

ELECTI ON RETURNS (Item 14-19)
These are books containing the tabul ati ons of paper ballots
counted by the election judges. They serve as the official tally
of votes for primary, special, and general elections.

RETENTI ON
Retain for 22 nonths after the election and then destroy
(UCA 20A-4-202(2)(c) (1995)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 04/95)
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SCHEDULE 14
COUNTY CLERK RECORDS

ELECTI ON CANVASSES (1tem 14-41)
These are the official canvass of primary, general, or special
el ections which provde a tabul ation of votes cast by conbi ned
el ection districts. They include the date, office, names of
candi dates, votes tallied by district, and totals.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

FEE BOCKS (I'tem 14-20)
These books record the collection of fees by the county clerk.
They are used to conpile reports for the county conm ssion and
the court admnistrator's office. These fees are usually court
and marriage |license fees, but through the years county clerks
have been required to collect other fees. The books contain the
date, nane of the person nmaki ng paynment, purpose of paynent,
recei pt nunber, anmount and totals. The county clerk shall "keep a
fee book as provided by law' (UCA 17-20-4 (1995)).

RETENTI ON
Retain for 4 years after conpletion of book and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
COUNTY CLERK RECORDS

FRANCHI SE BOOK (I'tem 14- 21)

Thi s book docunments franchi ses granted by the county comm ssion.
The conm ssioners "nust cause to be kept a franchi se book
containing all franchises granted by the board for that purpose,
the length of time and to whom granted, the anmount of bond and
license tax required or other consideration to be paid" (UCA

17-5-210(4) (1995)).
RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

JURY MASTER FI LE REPORT (Item 14-22)

This was a conputer report conpiled by the county clerk of al
persons serving on juries within the county during the previous
year. The county clerk was required until 1992 to maintain "a
master list of all juries" (UCA 78-46-10; 17-2-4(5)(1990)). In
1992, the Judicial Council and Court Admi nistrator's office were
given the responsibility (UCA 78-40-10 (1995)).

RETENTI ON
Retain for 2 years after being superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
COUNTY CLERK RECORDS

LI CENSE BOOKS (Item 14-23)
This is a record of all business licenses issued by the county.
"The governi ng body of a county may |icense for the purpose of
regul ati on and revenue any business w thin the unincorporated
areas of the county" (UCA 17-5-222 (1995)). The type of |icenses
recorded in these books may vary according to the county issuing
and when |icense was issued.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

MARRI AGE LI CENSE APPLI CATI ONS (Item 14-24)
These are forns conpl eted by couples applying for marriage
licenses. They are used to prove their identity and record ot her
pertinent information which permts the couple to receive their
license. The application include the following information: "the
full names of the contracting parties, including the maiden nane
of the female, the present place of residence of each, the date
and place of birth (towm or city, county, state or country, if
possi bl e), the nanmes of their respective parents, including the
mai den nanme of the nother, the birth places of fathers and
not hers (town or city, county, state or country, if possible),
andt he di stinctive race or nationality or each of the parent. If
the female is a w dow, her nai den name shall be shown in
brackets"” (UCA 30-1-8 (1995)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 26-2-22 (1995).

(Approved 03/91)
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MARRI AGE LI CENSE REQ STER (I'tem 14-26)
This is a register of all marriage |licenses issued. The county
clerk shall "keep a register of marriage as provided by | aw' (UCA

17-20-4(1)(1995)). The register usually contains the follow ng
information: certificate nunber; nonth, date, year |icense

i ssued; nanme and age of female; nane and age of nmale; nane of
person officiating at weddi ng; book and page nmarriage recorded;
I icense nunber; and remarks (usually the type of service).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

MARRI AGE LI CENSES (I'tem 14-25)
These |licenses are issued after conpletion of a marriage |icense
application and are filed in the office of the county clerk. "No
marri age nay be sol emmi zed without a license issued by the county
clerk . . . not nore than 30 days prior to the date of
sol emmi zation of the marriage" (UCA 30-1-7 (1995)). The license
i ncl udes nanes, addresses, and ages of bride and groom date and
nunber of license; date of marriage; title and signature of
person perform ng the cerenony; and signatures of bride, groom
Wi t nesses, and county cl erk.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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NOTARI ES PUBLI C | NDEX (Item 14-27)
This is an index to all notaries public in the county. After the
county clerk receives "certification of notaries public fromthe
Di vi sion of Corporations and Commercial Code," he shall "keep and
mai ntai n an i ndexed record” of notaries public within the county
"showi ng the nanmes of all persons hol ding notarial comm ssions,
with the dates of issuance and expiration"” (UCA 17-20-3 (1995)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

OATHS OF OFFI CE (Item 14-28)
These records are the official oaths of persons el ected or
appointed to county positions. They are used to verify that oaths
are given in accordance with the Uah State Constitution (Art.

IV, Sec. 10). Before entering into the duties of all elected and
appointed officials "shall take and subscribe to a specified oath
or affirmation.” Al oaths and bonds for county officials "shal
be filed with the county clerk, except for the county clerk which
shall be filed with the county treasurer” (UCA 52-1-3 (1995)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
COUNTY CLERK RECORDS

OFFI Cl AL BONDS (1tem 14-29)
"All official bonds shall be recorded in the office of the county
recorder and then filed and kept in the office of he county
clerk. The official bond of the county clerk after being recorded
shall be filed and kept in the office of the county treasurer”
(UCA 17-16-11 (1995)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 03/91)
OFFI Cl AL ELECTI ON REG STERS (1tem 14-30)
These books are the official listing of all registered voters in

the county for the primary and general elections. There is a
bookl et for each election district in the county. "A person nmay
not vote at any election unless that person is registered to vote
as required" by |aw (UCA 20A-2-102 (1995)) . The registers'
colums provide for the following entries: "registered voter's
name; grounds for chall enge; nane for person challenging a voter;
bal | ot nunbers [for] primary, Novenber, bond [el ections]; date of
birth; place of birth; place of current residence; street
address, zip code; and space for the voter to sign his nanme for
each el ection” (UCA 20a-5-401 (1995)). These lists are used at
the polls by the election judges to identify registered voters
andto record ball ot nunbers on election day. After the el ection
day they are used for conpari son when canvassing for el ections.

RETENTI ON
Retain for 4 years and destroy--Post-1940 regi sters;
Pre-1940 registers -- permanent. May be transfer to State
Ar chi ves.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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ORDI NANCES AND | NDEXES (Item 14-31)
These records docunent the |l egislative action of the county
conmmi ssioners. The county comm ssion may "pass all ordi nances and
rules and nmake all regul ations, not repugnant to | aw, necessary
for carrying into effort or discharging the powers and duties" of
their office (UCA 17-5-263 (1995)). The county clerk is required
"to authenticate with his signature and the seal of the county
clerk all ordinances or |aws passed by the board and record the
sanme at length in the ordi nance book" (UCA 17-5-209(9) (1995)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

PASSPORT APPLI CATI ON TRANSM TTAL RECORDS (I'tem 14-40)
These records docunent the applications received and fees
collected daily for passports. The county clerk provides a
service by taking the applications and collecting fees and then
transmtting applications and the fees to the U S. State
Departnent. The office only serves as a collections center and
does not process the applications. Passport fees nust be paid in
"U. S. currency or by draft, check, or noney order payable to the
Dept. of State or the Passport Ofice" (22 CFR 51.60 (1993)). The
transmttal formincludes the facility's nane, address, and
t el ephone nunber, applicants' nanes, birthdate, tel ephone
nunbers, departure date, check amount, type of fee (regular,
anmendnents, no fees), total nunber of applications processed,
final totals, name and signature of person preparing report, and
any necessary renarKks.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/ 94)
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SCHEDULE 14
COUNTY CLERK RECORDS

PETI TI ON FI LES (Item 14-32)
These files contain the formal witten petitions from county
residents submitted to the county conmm ssion proposing action.
Each petition contains a statenent of purpose on proposed action
and signatures and addresses of petitioners. It is the
responsi bility of the county clerk to "preserve and file al
petitions"” (UCA 17-5-209(7) (1995)). Signatures must be verified
to determ ne whether petitioners are regi stered voters.

RETENTI ON
Retain for 5 years after issue resolved or final decision
is made and then transfer to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

PETI TI ONS FOR NATURALI ZATI ON (I'tem 14-33)
These books contain conpleted federal naturalization forns. These
petitions are filed by individuals declaring their intention to
beconme U.S. citizens and who have net the residency requirenents
to make formal application for U S. citizenship. A petition is
the final step in becoming a United State citizen. It includes
the the individual's nane, residence, occupation, birth date and
pl ace; the place em grated from date and place of arrival, and
vessel nane; date and court of declaration of intention; spouse's
nanme, birthplace, and residence; children's nanes, birth dates,
bi rt hpl aces, and residences; and any previous applications filed.
Al'so included are the affidavits of two wi tnesses, the oath of
al | egi ance, and a court order admtting the person to
citizenship.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
COUNTY CLERK RECORDS

PRQIECT COMMENCEMENT NOTI CES FI LES (Item 14- 34)
These files contain project conmencenent notices. Each original
contractor taking a nechanic's lien shall file with the county
clerk "a notice of comencenent of the project or inprovenent
with the county clerk for the county or counties where project is
| ocated wthin 30 days after commencenent of the project.” The
county clerk "shall create and naintain a file for the
mai nt enance of the notices of comrencenent” (UCA 38-1-27
(11)(1990)). In 1991, the county recorder was given the
responsibility of filing these notices.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 03/91)

RESOLUTI ONS (I'tem 14-35)
These are formal statenments of decisions or expressions of
opi ni on adopted by the county conm ssion. They performthe same
function as an ordinance. The county clerk is required to "nake
full entries of all [county conm ssion] resolutions" (UCA
17-5-209 (1995)). The nobst commonly adopted resol utions include
the foll ow ng: adoption of county budgets, sale of industrial
bonds, and creation of special inprovenent districts.

RETENTI ON
Permanent. May be transferred to he State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 14
COUNTY CLERK RECORDS

STATE DRI VERS' LI CENSE MASTER LI CENSE REPORT (Item 14-36)
This was a conputer report of all licensed drivers within the
county. It was used with the voter registrations to create jury
lists for district, circuit, and justice courts. The report
i ncluded the driver's nanme, address, date of birth, and date the
license was issued. In 1992, the Judicial Council and the Court
Adm nistrator's Ofice were given the responsibility to create
jury lists (UCA 78-40-10 (1995)). OBSOLETE RECCRD

RETENTI ON
Retain for 1 year or until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)

VOTER REGQ STRATI ON NOTI CE (I'tem 14-38)
These notices are sent to registered voters to check current
addresses. This notice is required to be sent by the county clerk
to registered voters "where address has changed and it appears
the voter now resides in another county” to verify the change of
address (UCA 20A-2-306(2)(b) (1995)). These records include the
notice containing a statenent requesting the voter read and
conpl ete, voter's current address, explanation that if formis
not returned the voter will be required to show evi dence of
current address before voting and if voter fails to vote in
either of next two regular general elections they will no | onger
be registered to vote, voter's signature, and a listing of voters
to whom notice was sent.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 20A-2-308(2) (b) (1995).

(Approved 09/ 95)
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SCHEDULE 14
COUNTY CLERK RECORDS

WLLS FI LED AND | NDEX (I'tem 14-37)

These are wills filed with the county clerk for safekeeping. As a
service to county residents, the county clerk stores the wills
for security purposes until needed or retrieved. The files

i nclude the actual signed and duly w tnessed wills nunbered
chronol ogically by date of receipt. The index is divided into two
sections, wlls for probate and will not for probate. The index

i ncl udes nane of testator and nunber of wll.

RETENTI ON
Retain for 75 years or until will probated, superseded, or
removed and then transfer to State Archives with authority
to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/91)
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SCHEDULE 15
COUNTY RECORDER RECORDS

ABSTRACT RECORDS ( TRACT | NDEXES) (ltem 15-1)
These records contain the history of property ownership by
providing "a true chain of title to each tract or parcel and the
encunbrances thereon as shown by the records of the office" by
geographical location (UCA 17-21-6(3)(2003)). They contain "every
i nstrunment recorded, the date and kid of instrunent, tinme of
recordi ng, and the book and page and entry nunber” (UCA
17-21-6(1)(f) (2003).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

ANNEXATI ON MAPS (Item 15-2)
These are maps of incorporated areas annexed by nunicipalities.
Upon the annexation of the territory a requirenent is to
imredi ately file "a transparent, reproduci ble plat or map" in the
office of the county recorder, "together with a certified copy of
the resolution or ordinance declaring the annexation" (UCA
10- 2- 415(4a) (1995)).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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SCHEDULE 15
COUNTY RECORDER RECORDS

CHATTEL MORTGAGES AND | NDEXES (I'tem 15-3)
These are | oans whi ch use personal property as collateral filed
with the county recorder. They include the date due, |enders nane
and address, nortgagor's nane and address, date of nortgage,
anount of |oan, installnent paynments, date of installnents,
contractual agreenent, |ist of personal property held as
collateral. Chattel nortgages are obsolete. In 1965, chatte
nor t gages were suppl anted by the Uniform Comrercial Code and in
1983 all nention of chattel nortgages was renoved fromthe
statutes of the county recorder. OBSOLETE RECORD

RETENTI ON
Retain for 10 years and then destroy. Mrtgages created
prior to 1940 may be transferred to the State Archives for
per manent storage.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

CONDOM NI UM FI LI NGS AND | NDEXES (I'tem 15-4)
The county recorder is required to maintain an index "whereby the
record of each condom nium project contains a reference to the

decl aration, each conveyance of, |ien against, and all other
instrunments referring to a unit affected by such decl aration, and
the record of each conveyance of, lien against, and all other

instruments referring to a unit shall contain a reference to the
declaration of the property of which the unit is a part" (UCA
57-8-12(2) (2003)).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

Ut ah County CGeneral Records Retention Schedul e 1996 140



SCHEDULE 15
COUNTY RECORDER RECORDS

CONDOM NI UM PLATS (Item 15-5)
These are "standard size original |inen condom niumplats .
made by a registered Utah | and surveyor,” recorded with the
county recorder. They include "a description of the surface of
the land included within the project, including all angular and
I inear data along the exterior boundaries of the property .
i near neasurenents and | ocation, with reference to the exterlor

boundari es, of building or buildings . . . diagrammatic fl oor
plans . . . description or delineation of the boundaries of the
unit or convertible space . . . a distinguishing nunber or
ot her synbol for every physical unit identified on the
condomniumplat; . . . to the location and di nensions of al
easenments appurtenant to the land included in the project; the
‘convertible space' for each space . . . the location and
di mensi on of any convertible [ands" (UCA 57-8-13(1) (2003).
RETENTI ON

Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

DEED RECORDS (Item 15-6)
These vol unes contain verbati mcopi es of deeds recorded by the
county recorder. They contain the book and page nunber, address
of grantee, |egal description of property. Sone counties separate
deeds, while others conpile themas part of the "Oficial
records.”

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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COUNTY RECORDER RECORDS

FEDERAL TAX LI EN NOTI CES AND CERTI FI CATES OF DI SCHARGE (Item 15-7)
These are notices of liens "payable to the United States of
America, other federal liens created under acts of Congress or
regulation" . . . "shall be recorded in the office of the county

recorder” (UCA 38-6-1 (2003)). "A certificate of discharge of any
federal tax lien issued by the proper officer, is recorded in the
office of the county recorder where the notice of lienis
recorded” (UCA 38-6-3 (2003)). The notice of lien is required to
either be listed in an al phabetical federal lien index or by the
grantor or grantee or grantor index(UCA 38-6-2 (2003)). The
county recorder is also required to index the certificate of

di scharge (UCA 38-6-3 (2003)).

RETENTI ON
Retain for 13 nonths after the expiration of 10 years after
date of the assessnent of the tax and the close of the
preceding required refiling period (26 USCS 6323(3)) and
and then destroy; retain index permanently.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

FEE AND ENTRY RECORDS (Item 15-8)
These records reflect the paynent of fees for the recordi ng of
| egal instrunents "entered in the order of its reception or
entry" (UCA 17-21-6(1)(f) (2003)). They contain the anmount of fee
paid for recording, nanes of parties, recordation date and tine,
a brief description, and entry nunber.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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GENERAL FI LI NG | NDEX (1tem 15-9)
This is an index to "all executions and wits of attachnments and
any other instrunents not required by |aw to be spread upon the
record,” (UCA 17-21-6(1)(k) (2003)). The index contains separate
colums which include the names of plaintiffs in the execution,

t he defendants in the execution, purchaser at the sale and date
of sale, and filing nunber of docunent.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

GRANTORS' AND GRANTEES' | NDEX (PARTY OR SI NGLE NAME | NDEX) (I'tem 15-10)
These are al phabetical indexes where "all deeds and fi nal
judgnments or decrees partitioning or affecting title as to
possession of real property."” The grantors' index contains the
"entry nunber of the instrunent, name of each grantor in
al phabetical order, nanme of the grantee, date of instrunent, tine
of recording, kind of instrunent, the book and page and entry
nunber in which it is recorded, and a brief description"” (UCA
17-21-6(1)(b) (2003)). The grantee's index contains the sane
information, but is al phabetical by each grantee
(UCA 17-21-6(1)(c) (2003)).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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MAPS, PLATS, SUBDI VI SI ONS | NDEX (I'tem 15-23)
This is an index to recorded maps, plats, and subdivisions wthin
the county (UCA 17-21-6(1)(g) (2003)). It includes the nane or
nunber of the subdivision, map, or plat; location, and map file
nunber.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

M LI TARY SERVI CE RECORDS AND | NDEX (Item 15-11)
These are "discharges fromthe mlitary, naval, or marine service
of the United States . . . any and all citations, and decorations
of honor to a person while the person was in the mlitary, naval,
marine service of the United States” is recorded with the county
recorder (UCA 17-21-14 (2003)). An al phabetical nane index is
al so mai nt ai ned.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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M NI NG RECORDS AND | NDEXES (Item 15-12)
These are legal instruments recorded by the county recorder
concerning mning. They include the follow ng: Notices of
| ocations, Mning deed records, Mning clainms records, Proof of
| abor records, M ning nortgages, Mning abstract records, M ning
transfers and relocations. In sone counties mning records are
conpil ed separately, while in others they are part of the
"Official records.”

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

M SCELLANEQUS RECORDS AND | NDEX (I'tem 15-13)
These are copies of recorded instrunments of "a m scel |l aneous
character not otherw se provided for" (UCA 17-21-6(1)(i)(2003)).
The index contains the date of recording, entry nunber, book and
page, kind of instrunment, from to, and parti es.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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MONTHLY RECCORDER S REPORT (Item 15-14)
This nmonthly report certifies the anmount of noney collected by
the county recorder. It is submtted to the county auditor with a
copy given to the county treasurer. It is used to create the
nmonthly report to the county conm ssion. It includes the
follow ng information: nonth and year, anount of tota
collections, entry nunbers used, a certification statenent by the
county recorder that the amount certified is a true and accurate
accounting of nmonies collected and sworn before the county
auditor, the notarized signature of the county recorder, and the
signature and seal of the county auditor.

RETENTI ON
Record copy: Retain by county auditor for 3 years and
t hen destroy.
Duplicate copies: Retain by county recorder for 1 year and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 09/91)
MORTGAGE RECORDS AND | NDEXES (I'tem 15-15)
These are |l egal instrunments recorded by the county recorder
concerning all "nortgages, deeds of trust, liens, and all other

instrunments in the nature of an encunbrance upon real estate”
(UCA 17-21-6(1)(d,e) (2003)). There are two al phabetical indexes
concerni ng nortgagors and nortgagees. |In sone counties nortgage
records are conpiled separately, while in other counties they are
part of the "Oficial records.”

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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OFFI Cl AL RECORDS (I'tem 15-16)
These are copies of all official records recorded with the county
recorder including deeds, nortgages, mning records, mlitary
di scharges, etc. Upon paynent of fees for the same, the recorder
must record in the "Oficial record book all papers, docunents,
records, and other witings required or permtted by |aw to be
recorded. In sonme counties all recorded instrunents are conpil ed
together as part of the "Oficial records”, while others conpile
each type of instrunent separately (See Deed records, Mrtgage
records, Mning records, Water records, etc.)

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

OMNNERSHI P PLAT MAPS (Item 15-17)
These are plat maps show ng property ownership and property |ines
for real estate within the county. The county recorder "shal
prepare and keep ownership plats drawn to a conveni ent scal e,
whi ch show the owners of each tract of land in the county,
together with the dinension of the tract" (UCA 17-21-21 (2003)).

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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PONERS OF ATTORNEY | NDEX (Item 15-18)
These al phabetical indexes are used to access information
concerning the granting of powers of attorney |ocated within the
official records. They include "the date and tine of recording,

t he book, the page, and entry date (UCA 17-21-6(1)(h)(2003)).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

PROFESSI ONAL CERTI FI CATES AND | NDEXES (I'tem 15-19)
These are professional certificates recorded with the county
recorder. The index includes name, book and page, entry nunber,
date of recording, and date of issuance of certificate.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

REAL ESTATE JUDGVENT RECORDS AND | NDEXES (I'tem 15-20)
These are recorded judgnents "affecting real estate or certified
copies of final judgments or decrees partitioning or affecting
the title or possession of real estate property any part of which
is located in the county" (UCA 17-21-10 (2003)).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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REDEMPTI ON CERTI FI CATES (I'tem 15-21)
These certificates are issued by the county treasurer for noney
received in paynment of delingquent real property taxes and have
been recorded by the county recorder. They include serial nunber
of property, name of owner, address, |egal description of
property, nunmber of acres, valuation, anount of original taxes,
years for which delinquent, total of tax due, including penalty
and interest.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

RETURNED OR UNDELI VERABLE | NSTRUMVENTS (Item 15-22)
These original records are those which were returned to the
recorder's office as undeliverable by the postal service, or the
of fice was unable to | ocate the owner. They are only nui ntained
as evidence that the original was not received by owners.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)

SUBDI VI SI ON MAPS (Item 15-24)
These are maps for new subdivisions. Before a subdivision is
officially created a subdivision map nust be recorded with the
county recorder (UCA 10-9-804(3)(a) (2003).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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COUNTY RECORDER RECORDS

TAX SALE RECORDS (I'tem 15-25)
These are the recorded tax deeds issued by the county auditor
conveying property to purchaser of real property sold for
del i nquent taxes (UCA 59-2-1351.1(9)(c) (2003)) and records for
property not sold (UCA 59-2-1351.3(1) (2003)). The tax sale
record "shall becone a part of the official records of the
recorder and is considered to have been recorded by the recorder”
(UCA 59-2-1351.3 (2003)).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)

UNI FORM COMVERI CAL CODE FI LI NGS (Item 15-27)
These are financial statements, continuation statenents,
statenments of assignnent, and releases filed with the county
recorder "in each county in which any nortgage on the real estate
woul d be recorded"” when "collateral is tinber to be cut or
mnerals or the like (including oil and gas), or when financing
statenent is filed as a fixture filing and the collateral is
goods which are to becone fixtures" (UCA 70A-9-401 (1995)).

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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COUNTY RECORDER RECORDS

WATER RECCORDS AND | NDEXES (I'tem 15-26)
These records contain the official records of recorded water
clainms. They consist of copies of certificates of water clains,
quit clainms, deeds, warranty deeds, trust deeds, and rel eases.

The al phabetical index includes nane, entry nunber, book and page
recorded, and type of instrument. In some counties water records
are conpiled separately, while in others they are part of the
"Official records"”.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 17-21-19 and 63-2-301(1)(g) (2003).

(Approved 09/91)
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Ut ah County CGeneral Records Retention Schedul e 1996 152



SCHEDULE 16
COUNTY SHERI FF RECORDS

ACCI DENT REPORTS (ltem 16-1)
These files docunment traffic accidents investigated by the
sheriff's office. The report usually includes conplete
information on all cars and drivers involved in the accident,
acci dent | ocation, damage, accident causes, date and tine,
acci dent diagram description, and weather conditions. The
original report is sent to the State Departnent of Public Safety
i f damage exceeds $750, or injury or death occurs (UCA 41-6-35
(1995)), and is maintained for seven years.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 41-6-35(5) (1995).

(Approved 12/91)

ARREST REPORTS (Item 16-2)
These are fornms used to report arrests nade by the sheriff's
of fice. They usually include conplete information and description
of person arrested, date, arrest tinme, charges, description of
of fense, w tnesses, and nanme of officer(s) making arrest.
Sonetimes arrest and booking reports are one form

RETENTI ON
Retain for 5 years if not part of case file, and then
destroy. Arrest and booking reports on form see Jai
booki ngs.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: Initial Contact Report (UCA 63-2-301
(1995))

(Approved 12/91)
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COUNTY SHERI FF RECORDS

BAI L COW SSI ONER' S RELEASE FORM (I'tem 16-3)
This is a formconpleted by the county bail commr ssioner
i ndi cating the paynent of bail, providing for the paynent and

allowing for the release of prisoner. "The county executive .

may appoi nt one or nore responsible and di screet nenbers of the
sheriff's departnent . . . as a bail comm ssioner . . . have
authority to fix and receive bail for persons arrested in the
county for m sdeneanors under |laws of the state; or for violation
of county ordi nances"” (UCA 17-32-1 (1995)). This formmay al so be
consi dered as an agreenent to appear for trial if prisoner is

rel eased on own recogni zance. One copy is kept with prisoner's
packet, one copy is sent to clerk of the court or pre-trial
services, and one is sent to court.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/91)
CASE REPORTS (1tem 16-4)
These are reports of crimes and other cases investigated by the
sheriff's office. They contain all information as to the "who,

what, where, why and how' of reported incidents. They are used
for departnental information, followup investigation, and
statistics. The Suppl enental Continuation Reports are used to
provi de additional information concerning a sheriff's
investigation. The reports are usually filed by case nunber and
frequently are a part of case file. It is also called Incident
Report or O fense Report.

RETENTI ON
Retain for 5 years if not part of case file.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)
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SCHEDULE 16
COUNTY SHERI FF RECORDS

CELL CAPACI TY REPORTS (1tem 16-5)
These reports provide a summary of information on the jail
popul ation at specific tines. They include the category of
person, offense, arresting agency and they are used for jail
managenent .

RETENTI ON
Retain for 3 years and then destroy. If not part of annual
report may then be transferred to State Archives for
sanpl i ng purposes.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

CHEM CAL ANALYSI S RECORDS (I'tem 16-6)
These are records of individuals who have been chemcally tested
for suspicion of or arrested for driving under the influence of
al cohol or drugs. They usually include the chem cal analysis
reports which show subject, date, case nunber, tine test taken,
testing officer, instrunent serial nunber, and test results (UCA
41-6-44.3 (1995)). Usually these tests are part of the case file
and are filed by case nunber. A copy is frequently attached to
the arrestee's crimnal history file.

RETENTI ON
Retain for 3 years if not part of case file and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/91)
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SCHEDULE 16
COUNTY SHERI FF RECORDS

Cl VI L PROCESS RECORDS (Item 16-7)
These records docunent civil papers processed and served by the
Sheriff's Ofice. They generally include names of plaintiff(s)
and defendant(s), fees paid, addresses, and type of civil paper
served (subpoena, warrant, etc). The entries are filed
nunerically by case nunber and i ndexed by nane. Sonetines a card
systemis used to record the service of civil papers and is
called a Cvil docket card. Two copies are created with one filed
by defendant's nanme and the other by docket nunmber. These records
are traditionally know as the civil day book.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/91)
COW TMENT ORDERS (Item 16-8)
These are the orders to commt persons to the county jail. They

i ncl ude defendant's nanme, commitnent order nunber, order date,
court, offense charged, inprisonnent term and/or conditions
(i.e., paynment of specific bail or fines), judge's signature, and
date received by sheriff's office. In sone counties they becone
part of prisoners packet.

RETENTI ON
Retain until conmtnent is served and the original is
returned to the court and the sheriff's office records
action in the crimnal history file and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 16
COUNTY SHERI FF RECORDS

COURT SUMMONS (I'tem 16-9)

This is a call for citizens to appear in court for crimnal
of fenses. After summons are served the original is returned to
the court. Alog is sonetines kept indicating when summons was

served (date and tine), name of person served, and reason for
bei ng served.

RETENTI ON
Retain for 2 years if not part of case file.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

CRI ME ANALYSES FI LES (I'tem 16-10)
These files were created to anticipate, prevent, or nonitor
possible crimnal activity. They include crinme patterns, anal yses

of particular crinmes, crine reports, information on potenti al
probl ens, and forecasts.

RETENTI ON

Retain for 2 years or until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 16
COUNTY SHERI FF RECORDS

CRI M NAL HI STORY DI SSEM NATI NG LOG (Item 16-11)
These | ogs docunent the dissem nation of crimnal histories and
ot her law enforcenent information to other agencies or crimnal
information systens. They include rel ease date, state
identification or FBI nunber. They are created and nai ntai ned
pursuant to federal regulations under 28 CFR Subpart C and state
regul ati ons under UCA 53-5-214 (1995).

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

CRI M NAL HI STORY RECORDS (Item 16-12)
These are conplete histories of arrested individuals which
provi de conpl ete nanme, alias or nicknane, residence, conplete
physi cal description, date of arrest, offense commtted, and
occupation. It may al so contain fingerprint cards and nug shots.
Since the Bureau of Crimnal Identification maintains the record
copy of Crimnal Hi story Records until individuals death or
seventy-five years, an individual agency maintains one at its own
di scretion.

RETENTI ON
Retain for 5 years provided no further arrest or until
adm ni strative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 53-5-213 (1995).

(Approved 12/91)
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DAILY ACTIVITY REPORT (I'tem 16-13)

This is a report of daily activity per work shift per officer. It
is used to conpile annual reports and for planning and budgeting
purposes. It usually includes date, case nunber, case type, but
may al so show officer's name, shift, vehicle nunber, total hours
on and off duty, admnistrative tine, and investigative tine.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

DI SPATCH LOGS (Item 16-14)
This is a daily I og maintained on all dispatch activity. It is
used for budget and planni ng purposes and to docunent activities
of the dispatch office. It includes nanes of personnel worKking,
time, shift, and a summary of daily events. In sone offices the
record is only maintained as a conputer file.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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DI SPATCH TAPE RECORDI NGS (I'tem 16-15)
These are twenty-four hour tape recordings of incom ng and
out goi ng phone or radio calls made fromthe dispatch office. They
are used to docunent the actions of dispatch personnel. The tapes
are rotated on a regular basis and portions of the tapes
concerni ng questionabl e cases are transferred to cassette tapes.

RETENTI ON

Retain for 30 days and erase provi ded any questionabl e
actions are transferred to cassette tapes.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/91)

DU (DRI VI NG UNDER THE | NFLUENCE) REPORTS (Item 16-16)
These reports are a three-part state formused for reporting
persons arrested for Driving Under the Influence of Al cohol
(DU'). The original is sent to the Driver's License Division of
the Departnent of Public Safety within "five days afater the date
of arrest and service of notice" (UCA 53-3-223(5) (1995)). The
report is filed by case nunber and by arrestee's nane, and
sonetimes is part of the case file.

RETENTI ON

Retain for 2 years if not part of case file and then
destroy and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/91)
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EVI DENCE DI SPCSI TI ON FORMS (Item 16-18)
These forns docunent the use and | ocation of itens in evidence.
They include tags on property and file card and may al so include
evi dence rel ease aut horization cards

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)

EVI DENCE LOG (Item 16-17)
This is a log that shows the chain of possession of all evidence
gathered by the sheriff's office. The | og begi ns when evidence is
gat hered and ends when evidence is returned or destroyed. A copy

of the | og usually becones part of the case or investigative
file.

RETENTI ON
Retain for 4 years if not part of case file.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)
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EXPUNGEMENTS (Item 16-19)
"A person who has been convicted of any crine except a capital
felony, first degree felony or second degree felony . . . within
this state nay petition the convicting court for an expungenent
and for sealing of his record in that court.” |If petition is
approved, the court "shall enter an order that all records in the
petitioner's case in the custody of that court or in the custody
of any other court, agency or official be sealed.” The petitioner
"shall distribute the orders of expungenent and sealing to al
af fected agencies."” The sealed file includes the expunged records
and court order. The U ah Bureau of Crimnal ldentification shal
"keep, index, and maintain all expunged and seal ed records of
arrests and convictions” (UCA 77-18-15(1) (1995)).

RETENTI ON
Retain for 80 years or until confirnmed death and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed: UCA 77-18-15(7) and 63-2-304(8) (1995).
(Approved 01/96)
FELONY | NVESTI GATI ON CASE FI LES (I'tem 16-20)

These case files are created as a result of a felony conplaint or
i nvestigation by the sheriff's departnent. They are the central
case files for felony cases handl ed by the agency. These files
may include the investigative report, fingerprint cards, original
arrest report, supplenental reports, copies of warrants,

phot ographs, correspondence, court orders, court dispositions,
officer's notes, pertinent |aboratory tests, copies of booking
sheets and arrest reports.

RETENTI ON
Retain for 5 years after case closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)
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FI ELD | NTERROGATI ON REPORTS (Item 16-21)
This is alimted informational report filled out by the
sheriff's deputy. The report contains information on suspicious
persons questioned. It includes descriptions of individual and
vehicle, tinme and place of contact, and reason for suspicion.

RETENTI ON
Retain for 1 year or until adm nistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)

FI NGERPRI NT CARDS (Item 16-22)
These are cards which verify a subject's identity and which are
al so used for the identification and apprehensi on of suspects.
The cards contain the subject's fingerprints as well as al
necessary information required to identify the individual,

i ncluding fingerprint classification nunber, nanme, address, date
of birth, date of arrest, signature of subject, photograph,
occupation, and place of enploynent. A copy is forwarded to the
Bureau of Crimnal Identification. Since the Bureau of Crimna

| dentification maintains a conplete file of all fingerprints, it
i's unnecessary for individual agencies to maintain their own
file. These cards are usually part of the crimnal history files.

RETENTI ON
Retain until subject's confirmed death, the card is
superseded, or adm nistrative need has been nmet and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)
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COUNTY SHERI FF RECORDS

FI REARM QUALI FI CATI ON RECORDS (1tem 16- 25)
These files contain records for sheriffs and deputies qualifying
to carry a firearm Each sheriff and deputy nust qualify twice a
year. These files include type of firearns used, date,

identification nunber, sheriff or deputies nane, pass/fail score,
and time span for score.

RETENTI ON

Retain for 2 years after separation or termnation of
enpl oyee and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/91)

FI REARVS DI SPOSAL RECORDS (I'tem 16- 23)

These files contain records of firearns that have been di sposed
of either through sale, trade or destruction. They include the
manuf acturer's name, serial nunber, nodel, caliber, disposal

nmet hod, disposal date, nane of business purchasing firearm and
bi d nunber.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)
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FI REARVS | NVENTORY CARDS (I'tem 16-24)
These card files list all firearns in sheriff's departnent
i nventory. Cards contain name of manufacturer, serial nunber,
nmodel , caliber, to whomissued, by whomissued and date. Files
al so show ill egal weapons that cannot be resold, and guns not
servi ceabl e which are used for training purposes.

RETENTI ON
Retain for 2 years after the disposal of firearns and then
destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.
(Approved 12/91)
HOM Cl DE AND THEFT OF PUBLI C FUNDS CASE FI LES (I'tem 16-26)

These case files are created as a result of a hom cide conpl ai nt
or investigation by the sheriff's offices. They are the central
case files for all hom cides (and other cases without a statute
of limtations) handl ed by the agency. These files may incl ude
the investigative report, fingerprint cards, original arrest
report, supplenental reports, copies of warrants, photographs,
correspondence, court orders, court dispositions, officer's
notes, pertinent |aboratory tests, copies of booking sheets and
arrest reports.

RETENTI ON
Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)
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| MPOUNDED VEHI CLES REPORTS (I'tem 16-46)
These reports docunment notor vehicles i npounded by the sheriff's
of fice. Vehicles may be inpounded for various reasons but usually
when property or sales taxes are not paid. The State Tax
Comm ssion formincludes the inmpound date; the nmake and nodel,
year, color, identification nunber, tag nunber, and condition of
t he i npounded vehicle; the nane and address of owner (if known);
reasons for inpounding; date and tinme vehicle inpounded; vehicle
accessories; description of any visible damage; any necessary
remarks; officer's signature; agency nane; and case nunber. A
vehicle inventory formmay al so be nmaintai ned which contains
essentially the sane information. The record copy is sent to the
Di vision of Mdtor Vehicles and is retained for five years. A copy
of the report is usually part of a case file.

RETENTI ON

Retain for 3 years if not part of case file and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

| NMATE COVWM SSARY ACCOUNTS (Item 16-27)
These records provide an accounting of individual prisoners funds
mai ntai ned by the jail for use of those prisoners. They usually
include the prisoner's nane and nunber, date, and deposits and
wi t hdr awal s.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/91)
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COUNTY SHERI FF RECORDS

| NVATE MEDI CAL RECORDS (I'tem 16- 28)

These files are the conplete nmedical records for all prisoners.
They may include all prescriptions authorized, a log for all
doctor or hospital visits, inmates nedical conplaints, and other
medi cal information.

RETENTI ON

Retain for 7 years provided no further bookings in county
jail and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/91)

| NTELLI GENCE FI LES (I'tem 16-29)
These files are a conpilation of information relating to
organi zations or individuals that nay be involved in crimnal
activities or enterprises. The nature of investigation leads to
t he collection of much unsubstantiated information. The files

i ncl ude case reports, nedia articles, docunents and ot her
records.

RETENTI ON

Retain for 1 year or until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)

Ut ah County CGeneral Records Retention Schedul e 1996 167
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| NTERNAL AFFAI RS SUWWARY REPCORT (I'tem 16-31)
This is a statistical report on all internal investigations of
the sheriff's deputies and office staff. It is used to summarize
the activities of the internal affairs section. The report
includes a listing of all investigations of officer m sconduct
and the results of such investigations. This report does not
necessarily identify the nanmes of specific officers.

RETENTI ON
Permanent. May be transferred to the State Archives, if not
part of annual report.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

| NTERNAL AFFAI RS UNSUBSTANTI ATED CASE FI LES (I'tem 16- 30)
These files contain records relating to the internal affairs of
the sheriff's departnent. These cases involve investigations of
al | eged officer m sconduct including all records relating to the
initiation, investigation, and disposition of each case. These
cases were proved to have no substance. Substantiated cases are
handl ed |i ke any other crimnal investigation and files becone a
part of investigative case files (m sdeneanor, felony, homcide).

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)
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SCHEDULE 16
COUNTY SHERI FF RECORDS

JAI L BOOKI NGS (I'tem 16-32)

These are records of prisoners confined in the county jail. They
include the prisoner's nane, alias, sheriff's office nunber,
booki ng nunber, offense, address, arresting officer's nanme, date
committed, termof sentence, and di scharge date.

RETENTI ON

Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON

Private.
(Approved 12/91)
JAI L DOCKET SUMVARY (I'tem 16- 33)
This is a summary report on all jail bookings. It is used for

pl anni ng purposes. It includes nane, charge, address, sex, and
race.

RETENTI ON

Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

JAIL LOGS

(I'tem 16- 34)
These | ogs docunent the daily accounting of all prisoner

activities. They include the prisoner's nanme and nunber, date,
time, activity, and reporting deputy's nane.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/91)
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SCHEDULE 16
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JAIL VI SITORS LI ST (1tem 16- 35)
These are a daily lists of all visitors to county j ai

facilities. They include the date, tinme, visitors nanes, and nane
of inmate visited.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/91)

MASTER NANME | NDEX (I'tem 16- 36)
This is an al phabetical index of names which contain information
on each individual having been interrogated, arrested, or naned
as suspect or acconplice in a crinme, and the nanes of victins,
conpl ai nants and witnesses to sheriff's incidents. It includes
information on arrested persons (cross referenced by aliases),
conpl ai nants, w tnesses, and victins (providing nane, address,
date of birth, race, and sex), incident date, incident type,
names of persons and businesses in contact with the sheriff
departnents, notice of content, and report of recorded event.

RETENTI ON

Retain until obsol ete, superseded, or adm nistrative val ue
ends and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/91)
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M SDEMEANOR CASE FI LES (Item 16-37)
These case files are created as a result of a m sdenmeanor
conplaints and investigations by the sheriff's departnment. They
are the central case files for all cases handl ed by the agency.
These files may include the investigative report, fingerprint
cards, original arrest report, supplenmental reports, warrant
copi es, photographs, correspondence, court orders, court
di spositions, pertinent |aboratory tests, copies of booking
sheets and arrest reports. (See also Felony case files and
Hom ci de case files).

RETENTI ON
Retain for 3 years after case closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)

MJUG SHOTS (I'tem 16- 38)
These files contain photographs and negatives of persons
arrested. They are used to aid in the identification and
apprehensi on of suspects in crimnal investigations. The
phot ograph is stanped with the case nunber or a departnmental
nunber and date picture was taken. These files may al so include
driver |icense photos.

RETENTI ON

Retain until confirmed death of subject or 75 years and
then transfer to Archives with authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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NATI ONAL CRI ME | NFORVATI ON CENTER (NCI C) RECORDS (I'tem 16- 39)
These files contain forns used to enter informati on on the NC C
system The three separate forns used are stolen articles report,

stolen or m ssing guns report, and wanted persons or m Ssing
juveniles report.

RETENTI ON

Retain for 1 year if not part of case file and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

PAWN SHOP RECEI PTS (I'tem 16-40)
These are receipts submtted by pawn shop owners for itens
pawned. They are used to trace stol en nerchandi se. They incl ude

t he pawn shop's nanme, type of nerchandi se, serial nunber, and
description of item

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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QUESTI ONABLE CASES DI SPATCH RECORDI NGS (1tem 16-56)
These are audi o cassette tapes containing portions of the
Di spatch activity recordi ngs concerni ng questi onabl e cases.
Twenty-four hour tape recordings are made of all incom ng and
out goi ng phone and radio calls received by the office. Portions

of tapes concerning questionable cases are transferred to audio
cassette tapes.

RETENTI ON

Retain for 2 years after resolution of case and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 92)

RECEI VED PROPERTY RECORDS (Item 16-41)
These are a "proper record" of custodial property that are
required to be mai ntained by peace officers in accordance with
UCA 77-24-1.5 (1995). These records nust include the nane of the
owner of custodial property (if known) and the case for which it
was taken or received.

RETENTI ON

Retain for 3 years after return or disposal of property and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/91)
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RETURNED PROPERTY RECEI PTS (Item 16-42)
These recei pts docunent the return of property in the custody of
the sheriff's departnent to property owners in accordance with
UCA 77-24-3 (1995). They usually include the date, owner's nane
and address, description of property being returned, and
signatures of owner and authorized sheriff's departnent
personnel. "The receipt shall be retained as a permanent in the
files of the agency involved or the court where the case is
finally resolved.” (UCA 77-24-3 (1995)).

RETENTI ON
Per manent. (UCA 77-24-3 (1995)).

SUGCGESTED PRI MARY CLASSI FI CATI ON

Private.
(Approved 12/91)
RELEASE ORDERS (Item 16-57)
These are the orders for the release of persons conmtted to the
county jail. They include the defendant's name, order date,

court, any conditions for release (i.e., date and tine of
rel ease), and judge's signature. In sone counties they becone
part of prisoner's packet.

RETENTI ON

Retain until release is served, the orginal is returned to
the court, and the sheriff's office records action in the
crimnal history file and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)
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ROBBERY BULLETI N RECORDS (Item 16-43)
These files contain information to distributed to other |aw
enf orcnent agenci es concerning robberies. The formincludes date,
ti me, case nunber, suspect vehicle, suspect's description,
victim s nane and | ocation, type of weapon used, anmpunt and

description of |loss, facts of case sunmmary, and investigating
of ficer's nane.

RETENTI ON

Retain for 4 years or until robbery is solved and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

SEX OFFENDER FI LES (I'tem 16-44)

These are files maintained by a departnment on sex offenders
l[iving within its jurisdiction. "All sex offenders not in the
custody of the [departnment of corrections] . . . upon rel ease
fromconfinenent, be registered with the departnment by the
sheriff of the county in which the offender is confined" (UCA
77-27-21.5(6) (1995)).

RETENTI ON

Retain for 10 years or until person noves fromjurisdiction
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 77-27-21.5(12) (1995).

(Approved 12/91)
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COUNTY SHERI FF RECORDS

SHERI FF SALES DOCKET (I'tem 16-45)
These are a record of all sales ordered in foreclosures and
partition proceedings. The records are held for six nmonths until
deed is delivered. The order of execution and |levy are returned
to court, and the deed is delivered to purchaser. The docket book
is used to record transactions and includes date of order,
litigants, attorneys, case titles, judgnent, interest rate,
appr ai senent anount, date of sale, advertised description of
property to be sold, date and anount, and to whom sol d.

RETENTI ON
Retain for 5 years if recorded with county recorder
permanent, if not recorded with county recorder.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

STOLEN RECOVERED PROPERTY LI STS (Item 16-47)
These are lists of all recovered stolen property including
description of property value, and serial nunmber. This is usually
a part of the original incident report.

RETENTI ON
Retain until |ists beconme obsolete or adm nistrative need
ends, or if on state conputer system wuntil expunged from
system and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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TELETYPES (Item 16-48)

These docunents contain information received fromor disseni nated
to various |aw enforcenent agencies through the tel etype system
This informati on network notifies | aw enforcenment agencies of

crines, |lost property, wanted suspects, arrests, m ssing persons,
runaways, etc.

RETENTI ON
Retain for 1 year or until obsolete, admnistrative need

ends, or until expunged from system whichever cones first
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)

TRAFFI C Cl TATI ONS (I'tem 16-49)

This is a copy of a citation issued by the sheriffs' deputies to
drivers violating notor vehicle and traffic laws. It usually
i ncludes date, time, location of violation, vehicle' s |icense

nunber, violation code, deputies' nane, and signature of person
receiving citation.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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UNCLAI MED PROPERTY FI LES (I'tem 16-50)
These files docunment the disposition of unclaimed property held
by the sheriffs' departnment. The files contain verified annual
reports submtted to the State Treasurer. The reports are
required to be filed before May of each year as of the preceding
Decenber 31 and to transfer the property identified in the report
in accordance with UCA 67-4a-301(1)(a) (1995). The report
i ncl udes the name of property's owner if known and | ast known
address, description of property including any identification
nunbers, and the verification of the person conpleting formto
the report's accuracy.

RETENTI ON
Retain for 10 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

UNI FORM CRI ME REPORT FI LES (I'tem 16-51)
These files contain copies of a nonthly statistical report of al
of fenses known to the sheriffs' offices. They are separated into
categories of crime (hom cide, rape, robbery, assault, burglary,
| arceny, notor vehicle theft) and are submitted to the Uniform
Crime Reporting Division. Supplenmentary reports detail the val ue
of property stolen and recovered. These reports are used to
create the annual published Uniform Crine Report.

RETENTI ON
Retain until adm nistrative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 53-5-208 (1995).

(Approved 12/91)
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SCHEDULE 16
COUNTY SHERI FF RECORDS

(I'tem 16-53)
These are court authorization for the sheriff to make an arrest.
After the warrant is served the original is returned to the
court. Alog is kept of all warrants served indicating date and
time served, nane of person served, and purpose. Log is usually
arranged chronol ogically.

RETENTI ON
Retain for 1 year after warrant is served and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/91)
WARRANT WORKSHEETS (Item 16-52)
These are worksheets used to collect all information necessary

for use in the processing and serving of warrants by the
sheriff's office. They usually include addresses, phone nunbers,
copies of return showi ng when warrant was served, any conputer
searches (e.g., notor vehicle), and investigation notes.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/91)

WARRANTS

(I'tem 16-54)
These are docunents issued by a court directing a person to be
taken into custody to answer charge(s) filed. Only active
warrants are kept on file. The original is returned to the court
with return of service showi ng when and by whom warrant served.

RETENTI ON
Retain until warrant served or cancelled and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(2)(m and UCA 63-2-301(2)(n)
(1995) .

(Approved 12/91)
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WRECKER SERVI CE RECORDS (I'tem 16-55)
These are wrecker rotation records. They are used to nonitor
whi ch wrecker was called out after receiving a dispatch energency
call. They include nane of wecking service, phone nunber,

address dispatched to, date, tinme, and identification nunber of
person maki ng call.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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COUNTY SURVEYCOR RECORDS

ADDRESS MAPS (ltem17-1)
These official maps docunent all addresses within the county.
They include the township, range, section, towns, streets, roads,
and actual addresses. These maps are updated with new streets,
roads, and addresses added. New maps are only created when
addi tions nake existing maps too cunbersone to use. In sone
counties each incorporated city or town is responsible for
mai ntai ning their own addressi ng system

RETENTI ON
Retain until superseded and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

AS- BUI LT DRAW NGS (ltem 17-2)
These are final "as-built" drawings for waterlines, sewerlines,
and roads constructed within the county by private contractors or
ot her governnental agencies. They docunent construction of the
lines and reflect last m nute changes or adjustnments. The
drawi ngs are created frominformation collected by the surveyor
and recorded in the field books. They include el evation, survey
i nes, range, section, and neasurenents.

RETENTI ON
Record copy: Per manent. Retain by governnental agency
constructing facilities.
Duplicate copies: Retain until admnstrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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CI TY AND COUNTY MAPS (Item 17-3)
These maps provide an overview of all incorporated and
uni ncor porated areas of the county. They are used for reference
pur poses. Since many small communities cannot afford to have maps
drawn sone county surveyors provide this service. These naps
serve as a basic representation of |ocations show ng township,
range, sections, streets, roads and bl ocks. In nost counties,
| arger conmunities provide their own maps.

RETENTI ON
Retain until updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

EVMERGENCY RESPONSE MAPS (Item 17-4)
These official maps docunent the anbul ance and fire di spatching
zones. They include the township, section, range, and the drawn
boundari es of the response zones.

RETENTI ON
Retain until updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

FI ELD BOOKS (Item 17-5)
These books contain the original survey notes and neasurenents by
surveyors. They are used to create maps and di agranms for specific
projects and to update reference sheets. They include township,
section, range, survey neasurenents, elevations, and grade with
sonme sketches of area and notes regarding the project.

RETENTI ON
Per manent .

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 17
COUNTY SURVEYCOR RECORDS

LOCAL TI E SHEETS (ltem 17-6)
These sheets docunent the permanent corner |ocations of each
section or quarter section. Since all surveys are tied to these
corners it is critical that they can be perpetually | ocated. The
county surveyor is required to "to establish all corners of
government surveys and reestablish all corners of governnent
surveys where corners have been destroyed" (UCA
17-23-1(1)(4) (1995). These draw ngs include township, section,
range, nonuments, corners, survey neasurenents, and markers
(e.g., manhol e covers, tel ephone poles, walls) and survey or
repl acenent date to allow for accurate | ocation of corner. These
sheets are updated as new information is collected. They may al so
be call ed reference sheets.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

M NOR SUBDI VI SI ON MAPS (ltem 17-7)
These are nmaps of subdivisions which contain nine lots or |ess.
"Subdi visions of less than ten lots, may be sold by netes and
bounds" (UCA 17-27-806 (1995)). These maps are not recordable
with the county recorder, but may be filed with the county
surveyor. These maps include township, section, range, |ot
boundari es, and surveyor's certificate attesting to the accuracy
to all measurenents.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 17
COUNTY SURVEYCOR RECORDS

PLAT MAPS | NDEX (Item 17-8)
These are plat maps used as an index to illustrate the |ocation
of recorded surveys. They show | ocations of recorded surveys with
the entry nunber of the recorded survey.

RETENTI ON
Retain until updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

RECORDED SURVEY | NDEX (ltem 17-10)

This is a chronol ogi cal index to recorded surveys. It is used to
| ocate specific surveys. It includes the follow ng information:
survey date and date filed (nonth, day, year, tine); entry, file,
page and book nunbers; surveyor's nanme; person's nanme requesting
survey; filing fee; parcel nunber; and description.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 17
COUNTY SURVEYCOR RECORDS

RECORDED SURVEYS (ltem 17-9)
These are surveys by professional |and surveyors (private,
county, state) made within the county that establish or
reestablish any private property, right-of-ways and subdi vi sion
plats are also to be included as survey plats when there there is
a surveyor's certificate involved, and boundary nonunment. The
surveyor is required to file a map of the survey within ninety
days. The survey maps are required to show the foll ow ng
i nformation: survey |ocation by quarter section, township and
range; the survey date; the drawing scale and north point; "the
di stance and course of all lines traced or established, giving
the basis of bearing and the distance and course to a section
corner or quarter corner, including township and range, or
identified nonunment within a recorded subdivision; all neasured
beari ngs, angles, and di stances separately indicated fromfrom
those of record; a witten boundary description of property
surveyed; all nonunments surveyed; all nonunments set and their
relation to ol der nonunents found; a detailed description of
nmonunent s found and nonunments set, indicated separately; the
surveyor's signature, seal or stanp; and the surveyor's nanme and
address.” The map is also required to contain witten narratives
that explain and identify the purpose of the survey; the basis on
which the |ines were established; and the found nonunents and
deed el ements that controlled the established or reestablished
[ines (UCA 17-23-17(2) (1995)). The map and narrative are
required to be created on a "material of a permanent nature on
st abl e base reproduciable materials in the sizes required by the
county surveyor (UCA 17-23-17(4) (1995).

RETENTI ON
Per manent .

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 17
COUNTY SURVEYCOR RECORDS

SPECI AL SERVI CE DI STRI CT MAPS (ltem 17-11)
These maps docunent the boundaries of special service districts
wi thin the county. These maps are not recordable with the county
recorder, but are filed with the county surveyor. They are used
for reference purposes. They include township, section, range,
roads, and special district boundari es.

RETENTI ON
Retain until updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/91)
TOPOGRAPHI CAL MAPS (ltem 17-12)
These are contour maps which illustrate natural features of the

| and. They are usually produced by other agencies, but are
retai ned by the county surveyor for reference purposes. They

i ncl ude townshi p, sections, range, elevations, rivers, |akes, and
nount ai ns, etc.

RETENTI ON
Retain until updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 17
COUNTY SURVEYCOR RECORDS

TOMSHI P PLAT MAPS (ltem 17-13)
These township plat maps are used to identify specific |ocations.
They include townshi p, section, range, elevation, nonunent,
coordi nates, section corners, surveyor's signature and date. In
some counties they are recorded with the county recorder and
therefore al so include date recorded, seal, and recorder's
si gnat ure.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 18
COUNTY TREASURER RECORDS
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SCHEDULE 18
COUNTY TREASURER RECORDS

COUNTY CLERK' S BONDS (ltem 18-1)
These are the official bonds of the county clerk. "Al official
bonds shall be recorded in the office of the county recorder and
then filed and kept in the office of the county clerk." The
of ficial bond of the county clerk after being recorded shall be
filed and kept in the office of the county treasurer”

(UCA 17-16-11 (1995)).

RETENTI ON
Retain for 6 years after clerk | eaves office
(UCA 78-12-24 (1995)) and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)

DELI NQUENT TAX LI STI NGS (Item 18-3)
These nonthly reports list delinquent taxes within the county.
They are used for reference purposes. The reports include the
account nunber, serial nunber, district nunber, owner's nane, and
anounts of delinquent taxes for the current and previous three
years.

RETENTI ON
Retain for 1 year or until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)
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SCHEDULE 18
COUNTY TREASURER RECORDS

DUPLI CATE TAX NOTI CES (Item 18-2)
This file contains "duplicates" tax notices which are sent to
t axpayers. They are used for reference purposes. Each notice
i ncludes "the kind and val ue of property assessed to the
t axpayer; the street address of the property, if available to the
county; that the property may be subject to the detailed review
in the next year; and the anmobunt of tax |evied property tax
relief, option for paynment of taxes, and collection procedures,
other information specifically authorized, and other property tax
i nformati on approved by the comm ssion."” (UCA 59-2-1317(1)
(2003)). The notice shall also "separately state all taxes |evied
: have printed or stanped on when and where taxes are payable
, state the date on which the taxes will be delinquent, and state
the penalty provided by law " (UCA 59-2-1317 (1)(b) (2003).

RETENTI ON
Retain for 1 year or until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)

REDEMPTI ON CERTI FI CATES (Item 18-5)
These are duplicates of certificates issued for noney received in
paynment of delinquent real property taxes. "The county treasurer
shall make the proper entry in the record of tax sales filed in
the treasurer's office and issue a certificate of redenption”
(UCA 59-2-1348 (2003)). Each includes account nunber, date
i ssued, and serial nunber. Sonetimes the certificate al so
provi des owner's nane, |ocation, |egal description of property,
nunber of acres, valuation, anount of original taxes, years for
whi ch delinquent, total tax due including penalty and interest,
date sold, to whom and anount paid to redeem and date.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/95)
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SCHEDULE 18
COUNTY TREASURER RECORDS

RETURNED TAX NOTI CES (1tem 18- 6)
This file contains tax notices which were nmailed to taxpayers,
but were returned fromthe post office as undeliverable. They are
used to docunent the mailing and nonrecei pt of the original tax
noti ces.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)

STATE ASSESSED PROPERTY SHEETS (Item 18-4)
These are apprai sal sheets for property assessed by the state.
The State Tax Comm ssion assesses "all property which operates as
a unit across county lines, if the value nust be apportioned
anong nore than one county or state; all property of public
utilities; all operating property of an airline, air charter
service, and air contract service; all geothermal fluids and
geot hermal resources; all mnes and mning clainms except in

cases, as determned by the commssion . . ., all nmachinery used
in mning, all property or surfaced inprovenents upon or
appurtenant to mnes or mning claims . . ." (UCA 59-2-201(1)

(2003)). They are used by the county treasurer in the collection
of property taxes. The sheets include the sheet nunber, year,
conpany nane and address, |egal descriptions of real estate,
description of inprovenent and personal property, and total
val ue.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)
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SCHEDULE 18
COUNTY TREASURER RECORDS

TAX DI STRI BUTI ON REPORTS (I'tem 18-8)
These are nonthly and yearly summary reports of appropriations of
coll ected taxes by taxing districts.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)

TAX RECEI PTS (Item 18-7)
These are receipts issued for the paynent of taxes. They include
recei pt nunber, date of paynent, parcel nunber, owner's nane,
current or delinquent tax paynment, and anmount pai d.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)

TAX ROLL (ltem 18-9)
These rolls are a record of annual assessnents and the paynents
of property taxes. "By Novenber 1, the county auditor nust
deliver the corrected assessnent roll to the county treasurer,
together with a signed statenent” (UCA 59-2-326 (2003)). The
rolls include date, |ocation and description of property, total
eval uation, assessed valuation, total exenptions, value as
corrected, anount due, and anmount paid.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)
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SCHEDULE 18
COUNTY TREASURER RECORDS

TAX ROLL | NDEX (Item 18- 10)

This index is a listing of all property owners in the county. The

i ndex includes the property owner's name and reference nunber
where listed in the tax roll

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)

TAX SALE LI STI NG (I'tem 18-13)

Any property "not redeened May 15 follow ng the | apse of four
years from date when property tax becane delinquent, the county
treasurer shall imediately file a listing with the county
auditor with the county auditor of all properties whose

redenption period is expiring in the nearest forthcom ng tax
sal e" (UCA 59-3-1343 (2003)).

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

Ut ah County CGeneral Records Retention Schedul e 1996 194



SCHEDULE 18
COUNTY TREASURER RECORDS

TAX SALE RECORDS (Item 18-11)
These are records required to be prepared by county treasurers as
the "official record of delingquent taxes in the sane order as
property appears in the assessnent rolls" (UCA 59-2-1338(1)
(2003)). They are required to include the nanme of the person to
whom property is assessed; description of the delinquent parcel,
and a reference to the parcel, serial, or account nunber under
whi ch the property was listed in the assessnent roll; the anount
of delinquent taxes, penalties, and adm nistrative costs; and the
date of redenption and by whomthe property is redeened( UCA
59-2-1338 (2003)). The record shall provide space for "entering
del i nquent taxes assessed years agai nst each parcel which remains
unr edeened" (UCA 49-2-1338(2) (2003)).

RETENTI ON
Retain for 5 years and then destroy, if recorded with the
County Recorder; Permanent, if not recorded with the County
Recor der .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 95)

TAX SALE REPORTS (Item 18-12)
These are reports submtted to the county auditor by the county
treasurer upon the conpletion of the prelimnary tax sale. They
are used to notify auditor of its conpletion and to certify
previous year's delinquent tax for property not sold "because it
is still held by the county under prelimnary sale for the
del i nquent taxes for preceding year." The report includes "the
year of the original sale and book, page, and |line nunbers, or
property serial nunber of the entry in the original tax sale
record (UCA 59-2-1344 (1994)." In 1995, the statutory provisions
creating this report were repeal ed.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/91)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

ALTERNATI VES PROGRAM CASE FI LES (ltem 19-1)
These case files docunent the participation of individuals in the
Al ternatives Program (TAP). This is a state funded program
designed to keep "high risk™ individuals (18 years of age or
ol der) as independent as possible in the |east restrictive
environnent and to prevent premature institutionalization. A
physi ci an's statenment nust be obtained stating that services
brought into the home are needed for individual to remain at
honme. Services include case managenent, honenmaker servi ces,
respite care, nurses aide, equipnent, and coordination with other
agencies. Quarterly visits are made to evaluate the care. The
files include yearly assessnment forms, care plan, client's rights
form client contract, eligibility declaration, summary sheets,
needs assessnent forms (social and physical, a nurse does the
physi cal assessnent), and quarterly review visit forms.

RETENTI ON

Retain for 4 years after client | eaves program and then
destroy, provided all audits have been conpl et ed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

CONGREGATE RESERVATI ON LI ST (I'tem 19-2)
This list records reservations made for neals served at senior
centers. It is used for neal planning and to create reports. The
formincludes center's name, dates, participant's nanes, days of
week, indication of dates reservations nade, whether neal served,
and whet her individual is a vol unteer.

RETENTI ON

Retain for 1 year after final paynent on contract and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt 45 CFR 1321.51 (1993).

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

FOOD DELI VERY REPORT (Item 19-3)
This is a report on the condition of foods delivered to senior
centers. It is used for conmpiling reports and for future
pl anni ng. The report includes center nane, date, tine food
arrived at center, tenperatures for mlk and hot and cold foods,
homebound and congregate neals, tinme honebound neals |eft
kitchen, a list of any mssing itens, a |ist of any additional
foods, any comrents fromcenter staff and clients, and
suggesti ons.

RETENTI ON
Retain until nonthly report conpiled and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

FOOD | NVO CES (Item 19-4)
This invoice lists foods being delivered to senior centers for
congregate and honmebound neals. It is used for planning purposes.
The invoice includes date, center nanme, food list, alternatives
provi ded, and signature.

RETENTI ON
Retain for 3 years after final paynent on contract and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

HOVEBOUND CARDS (Item 19-5)
These are cards on all clients receiving neals at hone (Mal s-on-
Wheel s). They are used for reference purposes. The cards include
client's nane, address and tel ephone nunber, days scheduled to
receive neals, nanme and tel ephone nunber to contact in an
enmer gency, physician's nane and tel ephone nunber, date service
started and date service cancell ed.

RETENTI ON

Retain until superseded or 1 year after participation ends
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt 45 CFR 1321.51 (1993).

(Approved 12/92)

HOVEBOUND MEALS CASE FI LES (Item 19-6)
These case files docunent participation in the Honmebound Meal s
Program (or Meal s-on-VWeel). This is a program which provi des one
neal a day, five days a week, to a honmebound person over the age
of sixty. The nmeals are delivered by staff or volunteers and
clients make donations pursuant to a suggested donation. The
files include client application, eligibility form intake
eval uation form disclosure form and any rel ated correspondence.

RETENTI ON

Retain for 4 years after client | eaves program and then
destroy, provided all audits have been conpl et ed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 45 CFR 1321.51 (1993).

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

HOVEBOUND MEALS EMERGENCY CARDS (I'tem 19-7)
These are cards used by the honebound programin energency
situations. They include client's nane, address, and tel ephone
nunmber, neal schedul e, any special instructions, physician's
information, client's signature, and date.

RETENTI ON
Retain for 1 year after participation ends and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 45 CFR 1321.51 (1993).
(Approved 12/92)
HOVEBOUND RESERVATI ON LI ST (Item 19-8)

This weekly list docunents those individuals who have nade
reservations to receive neals at honme under the Honmebound Program
(Meal s-on-Wheels). It is used for nmeal planning and to create
billings. The list include site, week and year, clients' names
and addresses, days of week, indication which days reservations
were made for delivery of neals, and a check by driver to

i ndi cate whet her nmeal was delivered.

RETENTI ON

Retain for 1 year after final paynent on contract and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 45 CFR 1321.51 (1993).

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

HOVEMAKER PROGRAM CASE FI LES (Item 19-9)
These case files docunent the participation of persons in the
Honenmaker Program This program provi des honemaker assistance to
| ow i nconme di sabl ed persons or persons over the age of sixty. The
client is billed according to ability to pay. The files include
an eligibility declaration, long termsupport form client rights
form personal care/in-honme rehabilitation form actual nunber of
hours spent per client, and any rel ated correspondence.

RETENTI ON

Retain for 4 years after client | eaves program and then
destroy, provided all audits have been conpl et ed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

HOVEMAKER TI ME SHEET (I'tem 19-10)
This worksheet is used to record the amobunt and types of services
that a honmemaker has provided to a specific client. A
information is transferred to an official payroll record. This
information is used in the creation of reports. It includes date,
client's nane, honmeneker's nane, dates worked, hours worked and
servi ces provided per day (special diet supervision, feeding,
dressing and groom ng, child care, cooking and neal preparation,
general housework, errands, etc.).

RETENTI ON

Retain for 3 years after contract ends and then destroy,
provided all audits conpl et ed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

MASTER PARTI Cl PANT LI ST (Item 19-11)
These are |ists of persons participating in specific senior
center activities. They are used for planning purposes. They are
updated at |east annually. The lists include date, program or
activity title, and participants' nanes.

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 45 CFR 1321.51 (1993).

(Approved 12/92)

PARTI Cl PANT CARDS (1tem 19-12)
These are cards on all participants in senior center prograns.
These prograns include both those held at the center and any
others provided (e.g., friendly visits, honebound neal s,
reassurance calls). The cards record the individual's
participation for four quarters. They are used to conpile an
annual report. They include participant's name, quarter and year,
and code for services provided.

RETENTI ON

Retain for 1 year after participation ends and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 45 CFR 1321.51 (1993).

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

QUARTERLY PROGRAM PERFORMANCE REPORT (Item 19-13)
This is a quarterly statistical report on all prograns
adm ni stered by the agency which is submtted to the State
D vision of Aging. The state conpiles statistics and returns the
report to local agency for subsequent quarters and a final annual
report.

RETENTI ON

Retain for 2 years after final paynent on contract and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

SENI OR CENTER ANNUAL REPCORT (I'tem 19-14)
This report is submtted to the | ocal aging and adult services
adm nistrative office on senior center activities. It conpares
the current year's activities with the previous year's. It is
used for future planning.

RETENTI ON

Record copy: Per manent. May be transferred to State
Archives, if information is not conpiled
in an aging and adult services annual
report.

Duplicate copies: Retain for 1 year or until adm nistrative
need ends, whichever cones first and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

SENI OR CENTER CLASS ROLLS (I'tem 19-15)
These forms record the participation of individuals in prograns
or activities held at senior centers. These activities include
creative arts, transportation, incone tax assistance, and health
screenings. The rolls are used to conpile nmonthly, quarterly, and
annual reports. They include programor activity title, nmonth and
year, participant's nanme, date, and a check indicating whether
person participated in activity or program

RETENTI ON
Retain for 1 year after final paynent on contract and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 45 CFR 1321.5 (1993).
(Approved 12/92)
SENI OR CENTER EMERGENCY CARDS (I'tem 19-16)

These are cards on all senior center nenbers. They are used to
contact senior center menber's next of kin. They include nmenber's
name, address, birth date, tel ephone, whether they are a nenber,
health information, nanme and tel ephone nunber of next of kin.

RETENTI ON

Retain for 1 year after participation ends and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 45 CFR 1321.51 (1993).

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

SENI OR CENTER MONTHLY FI NANCI AL STATEMENT (ltem 19-17)
This is a nonthly financial statement submtted by senior centers
to the county aging adm nistrative office. It is used for
accounting purposes. This statenent includes center nane, year,
petty cash anmount (current nonth, year-to-date), general account
(class fees, center donations), |less anobunt remtted to county,
activity account, and total expenditures.

RETENTI ON
Record copy: Retain for 4 years after final paynent on
contract and then destroy, provided al
audi ts have been conpl eted and then
destroy.
Duplicate copies: Retain until quarterly report submtted
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

SENI OR CENTER WEEKLY MEAL REPORT (I'tem 19-18)
This is a report on neals served by all senior centers. It is
conpiled daily and submtted weekly to the |ocal aging and adult
services admnistrative office. The report is used to conpile
reports for the State Division of Aging and for future planning.
It includes nonth and year, senior center's nane, daily and
weekly totals for congregate neals served, honebound neal s
recei ved for participants over 60 years of age and spouses,
staff, and volunteers for one neal or tw neals a day, total
nmeal s served, total neals ordered, and anount of donations
received for neals, ensure, coffee, and extra food, and total
deposit, and accounts receivable for congregate neals.

RETENTI ON
Retain for 1 year after final paynent on contract and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

SENI OR CENTERS' MONTHLY REPORT (I'tem 19-19)
This is a nonthly report on senior center activities. It is used
to conpile quarterly reports for the State Division of Aging
Services. This report includes senior center nane, date, actual
service units provided, service (general category access service,
i n-home, community service, other services, neals, and
transportation), year-to-date budget, actual budget, and current
budget .

RETENTI ON
Record copy: Retain for 4 years after final paynment on
contract and then destroy, provided al
audi ts have been conpleted |ater and then
destroy.
Duplicate copies: Retain until quarterly report conpiled
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

SENI OR CENTERS' QUARTERLY REPORT (I'tem 19-20)
This is a quarterly report on all service units provided at
senior centers. It is submtted to the aging and adult services
admnistrative office and is used to conpile reports for the
State Division of Aging. This report includes senior center nane,
date, actual service units provided, service (general category
access service, in-honme, community service, other services, and
transportation), year-to-date budget, actual budget, and current
budget .

RETENTI ON
Record copy: Retain for 4 years after final paynent
has been nade on contract and then
destroy, provided all audits have been
conpl et ed.
Duplicate copies: Retain until annual report conpiled and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

TI TLE V PERSONNEL CASE FI LES (I'tem 19-21)
These files docunment the participation of persons in the Senior
Servi ce Enpl oyment Program under 29 CFR 89 (1995). This program
provides for the hiring of |owinconme persons over the age of
fifty-five. The files include incone certification form client
intake form any related correspondence, and if applicable
term nation forns.

RETENTI ON
Retain for 4 years after client | eaves the program and then
destroy, provided all audits have been conpl et ed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

TI TLE V QUARTERLY REPCORT (I'tem 19-22)
This is a quarterly report that is submtted to the U S
Department of Health and Human Servi ces on persons enpl oyed
t hrough the Senior Conmunity Service Program It includes the
sponsor's name and address, nmonth and year, program nunber,
agreenent nunber, subproject nunber, project period, nunber of
enrol | ed positions established, unsubsidized placenent goal,
nunber of enrollees and enrollnent |evels, job inventory,
categories indicating services to general community and services
to elderly community, enrollee characteristics (sex, education,
race/ ethnic group, incone, age), signature, date, and may include
an attached narrative report.

RETENTI ON
Retain for 2 years after final paynment on contract and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

TI TLE XX ELI A BI LI TY DECLARATI ON (I'tem 19-24)
This formis conpleted by a service worker to determ ne whet her
an individual is eligible to receive services fromthe agency. It
i ncl udes applicant's nanme, address, and social security nunber;
reason for eligibility; birth date, incone declaration
i ndi cation of action taken (open, close, redeterm nation), and
applicant's and service worker's signatures.

RETENTI ON
Retain for 4 years after client | eaves the program and then
destroy, provided all audits have been conpl et ed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

TI TLE XX TRANSPORTATI ON PROVI DER SERVI CE REPORT (I'tem 19-23)
This report is used to receive reinbursenment fromthe federa
governnent for provided transportation services. It includes
service provider nanme and address, billing period, service
category, contract nunber, nanme of clients provided
transportation, eligibility code, service activity, nunber of
service units, rate of reinbursenents, reinbursenment request, fee
assessed, subtotals, grand totals, provider's signature, and
dat e.

RETENTI ON
Retain for 4 years after final paynent on contract has been
made and then destroy, provided all audits have been
conpl et ed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)
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SCHEDULE 19
AG NG AND ADULT SERVI CES RECORDS

VAN DRI VER S STATEMENT (I'tem 19-25)

This is a formsigned by all senior center van drivers. It is
used to informthe driver of all driving policies. The statenent
includes a listing of driving policies, general statenment on van
i nsurance information, coments on winter driving, driver's
signature and date.

RETENTI ON
Retain for 1 year separation of enployee and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

VOLUNTEER CALENDAR (I'tem 19-26)

Thi s cal endar docunents the scheduling of volunteers at the
senior centers. It is a nonthly cal endar containing notations

i ndi cating volunteer's nane and specific tinmes scheduled to work
at center.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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ANI MAL CONTRCOL RECORDS
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SCHEDULE 20
ANI MAL CONTROL RECORDS

ACTIVITY REPORTS (Item 20-1)
These reports are conpiled nonthly to show the activity of ani ma
control operations. They may include date, statistical
information for each officer involved in the pickup of stray dogs
or cats, and other animal inpounds; injured aninmals, dead
ani mal s, hone or other quarantines, total aninmals handl ed,
licenses sold, total citations issued, warnings issued, response
to calls, and total mles patrolled. These reports list the
nunber of dogs, cats and other aninmals received, redeened, sold,
gi ven away, destroyed, and total aninmals on hand at the first and
end of each nonth.

RETENTI ON
Retain for 2 years and destroy, if annual report produced;
retain permanently, if no annual report produced.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/93)

ANI VAL ADOPTI ON AGREEMENTS (I'tem 20-2)
These records are conpl eted by persons adopting aninmals. They are
used to determ ne whet her prospective owner qualifies to adopt an
animal and to verify whether animls were neutered or spayed. The
records may include a pre-adoption questionnaire, a letter
expl ai ni ng the adoption process, and an adoption agreenent.

RETENTI ON
Retain for 4 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2)(d) (1995)

(Approved 09/93)
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SCHEDULE 20
ANI MAL CONTROL RECORDS

ANl MAL CI TATI ONS (1tem 20-3)
These are citations issued to animal owners for infractions of
county ordi nances. They may contain the citation nunber, |icense

nunber, owner's name and address, violation, ordi nance nunber,
date and ti ne.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/93)

ANl MAL MASTER REPORT CARDS (I'tem 20-4)

These cards are conpleted for each ani mal brought to the ani nal
shelter. They may contain the follow ng information: date brought
i n; assigned pen nunber; tag nunber; owner's nane, address, and
phone nunber; |ocation of pickup, type of animal, breed, sex, and

col or; reason aninmal inmpounded and other information related to
adoption or disposal.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/93)
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SCHEDULE 20
ANI MAL CONTROL RECORDS

Bl TE REPORTS (Item 20-5)
This report form docunents investigations of dog bites. Copies
may be kept by the animal control officer, inpound, and the | ocal
health departnent. A dog w thout rabies vaccination verification
will be quarantined for 10 days to guarantee the dog does not
have rabies (UCA 26-6-11 (1995)). The report usually includes the
case nunber, information on person bitten, informant's nanme, and
information on incident, treatnment, animal and investigation.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(2)(d) and 63-2-302(1)(b)
(1995)
(Approved 09/93)
COVPLAI NT RECORDS (1tem 20-6)

These are conplaints received by animal control officers. They
may contain the following information: date, tinme, initials of
person taking conplaint, conplainant's nane, address, phone
nunber, owner's nane, address, aninmals's |license nunber, and
conpl ai nt details.

RETENTI ON
Retain for 2 years or until resolution of litigation and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/93)
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SCHEDULE 20
ANI MAL CONTROL RECORDS

CONTRACT BI LLI NGS (Item 20-7)
These are nonthly bills sent to cities with contractual
agreenents with county to provide animal control services. They
are used to collect fees for services provided. The bills may
i ncl ude date, invoice nunber, nanme and address of city,
description of services provided, anount due, contract-agreenent
nunber, account nunber, anount, and a statenent certifying
billing accuracy.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/93)

CONTROLLED SUBSTANCES EUTHANASI A LI CENSE RECORDS (1tem 20-8)
These records docunent the annual registration process required
to purchase and di spense controlled substances in accordance with
21 CFR 1301.21 (1993). These substances are used for the
di sposi ng of unwanted ani mals. These records nust include the
I icense, copy of the application, and rel ated correspondence.

RETENTI ON

Retain for 5 years after expiration of |icense and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/93)
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SCHEDULE 20
ANI MAL CONTROL RECORDS

CONTROLLED SUBSTANCES EUTHANASI A LOG (I'tem 20-9)
This | og docunents the amount of controll ed substance (e.g.,
sodi um pentobarbital) used and the nunber of aninmals destroyed.
It nust include the date, nunber, aninmal type, case nunber,
nunbers total, and ending inventory.

RETENTI ON

Retain for 2 years (21 CFR 1304.03 (1993)) and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/93)

DOG LI CENSE RECORDS (I'tem 20-10)
These records docunent the paynent of |icense fees. They may
i ncl ude owner's nane, breed of dog, sex, color, expiration date
of license, expiration date of rabies vaccine, dog s nane,
indication if dog was altered, license fee, and date paid.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/93)

MASTER LOGS (I'tem 20-11)
These logs record all animals brought into the animl shelter.
They may include date animal was brought in, breed, sex, color,
| ocati on picked up, owner's nane, and information on disposition
of animal (whether adopted or euthanized).

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 09/93)
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BUI LDI NG | NSPECTI ON RECORDS
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SCHEDULE 21
BUI LDI NG | NSPECTI ON RECORDS

BUI LDI NG CARDS (ltem 21-1)

These reference card files record the issuance of buil ding
permts, nanmes of owner and contractor, address and permt type.

It is usually arranged nunerically by permt nunber and serves as
an index to the permt files.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

BU LDI NG PERM T FI LES (lItem 21-2)
These permts are issued as official building authorization for a
variety of actions (construction, denolition, the installation of
pl unbi ng, electrical or mechani cal equi pnent and the placenent of
barri cades). They contain inspection requests, inspection
reports, certificates of occupancy and any pertinent information
relating to the project. They may al so contain water source,
sewer system flood plain, and tank certificates.

RETENTI ON
Permanent. May nay be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 21
BUI LDI NG | NSPECTI ON RECORDS

BUI LDI NG PERM T REQ STERS (I'tem 21-3)
These registers are usually conputer printouts, but may include
books listing all issued building permts. The register is

arranged chronol ogically and includes the nanme of the owner, nane
of contractor, address, date, and general use of building. Prior
to 1950, the permt register may be the only record of the

i ssuance of building permts.

RETENTI ON
Permanent. If only record of building permts; O her

registers, retain for 6 years or until superseded and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

CONSTRUCTI ON REPORTS (ltem 21-7)
These reports are a nonthly summary of construction and
denolition activity in terms of permts, cost, and housing units.
They are created frominformation conpiled fromthe permt
i nvoi ces and show the conparison to the sanme nonth for the
previ ous two years. They are used for statistical analysis of
current devel opnent trends. This information is submtted to both
the U S. Census Bureau and the Ut ah Bureau of Econom c and
Busi ness Research

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 21
BUI LDI NG | NSPECTI ON RECORDS

DEMOLI TI ON CASE FI LES (ltem 21-8)
These case files docunent county ordered and privately initiated
denolitions of substandard and/or hazardous buil dings. They are
used for research and litigation purposes. They are usually
arranged by address.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives with authority to weed.
Duplicate copies: Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

ENFORCEMENT CASE FI LES (ltem 21-9)
These case files docunent housing and zoni ng conplaint. They are
used to docunent county actions concerning the conplaints and for

ref erence purposes. They are arranged by address or nane of
conpl ai nant .

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 21
BUI LDI NG | NSPECTI ON RECORDS

NONRESI DENTI AL BUI LDI NG PLANS (ltem 21-5)
These are the blueprints and specifications submtted by buil ding
contractors or owners when applying for a building permt for the
construction of commercial, industrial, or apartnment structures.
The specifications are conpiled by the architect for use by the
contractor to conplete detail work providing type, grade, brand
of materials to be used and general conditions which govern the
nmet hods to be enpl oyed. They also identify the tenporary
facilities, job cleanup, security, tine limts, deadlines, and
responsibilities of the architect, owner and contractor. They are
used for determ ning code conpliance and the enforcenent of
bui | di ng codes. They are usually arranged by permt nunber or
addr ess.

RETENTI ON
Retain for 7 years and destroy. *For historical reasons,
agenci es should contact the Archives before the destruction
of any buil di ng pl ans.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 21
BUI LDI NG | NSPECTI ON RECORDS

PUBLI C BU LDI NGS ( MUNI Cl PAL AND COUNTY) BUI LDI NG PLANS (Item 21-6)
These are the blueprints and specifications submtted by buil ding
contractors or governnent agencies applying for a building permt
for the construction of government buil dings. The specifications
are conpiled by the architect for use by the contractor to
conplete detail work providing type, grade, brand of materials to
be used and general conditions which govern the nethods to be
enpl oyed. They also identify the tenporary facilities, job
cl eanup, security, time limts, deadlines, and responsibilities
of the architect, governnent agency and contractor. They are used
for determ ning code conpliance and the enforcenent of building
codes. They are usually arranged by permt nunber or address.

RETENTI ON
Record copy: Permanent. May be transferred to the
State Archives.
Duplicate copies: Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 21
BUI LDI NG | NSPECTI ON RECORDS

RESI DENTI AL BUI LDI NG PLANS (Item 21-4)
These are the blueprints and specifications submtted by buil ding
contractors or owners when applying for a building permt for the
construction of residential buildings. The specifications are
conpiled by the architect for use by contractor to conplete
detail work providing type, grade, brand of materials to be used
enpl oyed. They also identify the the tenporary facilities, job
cl eanup, security, tine limts, deadlines, and responsibilities
of the architect, owner and contractor. They are used for
determ ni ng code conpliance and the enforcenent of building
codes. They are usually arranged by permt nunber or address.

RETENTI ON
Retain for 1 year after conpletion of contruction and final
i nspection and then destroy. *For historical reasons,
agenci es should contact the Archives before the destruction
of any buil di ng plans.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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FI RE DEPARTMENT RECORDS
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SCHEDULE 22
FI RE DEPARTMENT RECORDS

ACTI VI TY REPORT (ltem 22-1)
This is a daily and nonthly activity report per work shift per
officer. It is used to conpile annual reports and for planning
and budgeting purposes. It usually includes date, and fire
nunber, but may al so show officer's nane, shift, vehicle nunber,
case nunber, and total hours on and off duty.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

Bl CYCLE REG STRATI ONS (lItem 22-2)
These are records relating to the required licensing of all
bi cycles sold. Al cycle dealers are required "to |license or
arrange to have licensed at tinme of purchase"” all cycles and "to
keep records on all cycles sold and to furnish, within thirty
days of sale, their respective city or county police departm ent
with the nane and address of retailer; year and nake of cycle; a
general description of cycle; frame nunber; name and address of
purchaser"™ (UCA 11-21-1 (1995)). Bicycle registration may be
handl ed by either the fire or police departnent.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 22
FI RE DEPARTMENT RECORDS

DI SPATCH LOGS (Item 22-3)
This is a daily log maintained on all dispatch activity. It is
used for budget and pl anning purposes and to docunent activities
of dispatch office. It includes nanes of personnel working, tine,
shift, and a summary of daily events.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

DI SPATCH TAPE RECORDI NGS (Item 22-4)
These are twenty-four hour tape recordings of incom ng and
out goi ng phone or radio calls mde fromthe dispatch office. They
are used to docunent the actions of dispatch personnel. The tapes
are rotated on a regular basis. Portions of the tapes concerning
questionabl e cases are transferred to cassette tape recordings.

RETENTI ON

Retain for 30 days and erase provi ded any questi onabl e
actions are transferred to cassette tape.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/91)
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SCHEDULE 22
FI RE DEPARTMENT RECORDS

EMERGENCY MEDI CAL EQUI PMENT MAI NTENANCE RECORDS (Item 22-6)
These are nmi ntenance records for all fire departnent emergency
medi cal equi pnment. They are used to verify that fire equi pnent
has had regul ar mai ntenance. They include copies of contracts,
mai nt enance schedul es, test protocols, equipnent inventory,
performance test records, repair records, parts used, and service
reports.

RETENTI ON

Retain for 1 year after equi pnent is out of service and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/91)
EVMERGENCY SERVI CES BI LLI NGS (Item 22-23)
These are billings for transporting patients treated by Energency

Medi cal Services (EMS) personnel. Patients are billed anbul ance
costs for transporting to hospital facilities. They include
account nunber, incident nunber, service date and tinme, patient
information, insurance information, next of kin information,

i nformati on on responsible party, services provided and char ges,
si gnature authori zing insurance paynents, and signature of
patient or next of kin recognizing financial responsibility.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 01/96)
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SCHEDULE 22
FI RE DEPARTMENT RECORDS

EQUI PMENT RUN LOGS (ltem 22-7)
These 1 ogs record information on each run (fire, medical, public
assi stance) and each apparatus used (|l adder, engine, rescue unit)
in each station. It is used to conpile annual statistical reports
for projecting future service, budget needs and pl anning for
future liability. These logs include tinme of occurrence, address,
run nunber, tinme in service, type of run, and equi pnent used.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

EVI DENCE LOG (Item 22-8)
This is a log that shows the chain of possession of all evidence
gathered by the fire departnent. The | og begi ns when evi dence is
gat hered and ends when evidence is returned or destroyed. A copy
of the I og usually becones a part of the investigative file.

RETENTI ON
Retain for 4 years if not part of the investigative file
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)
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SCHEDULE 22
FI RE DEPARTMENT RECORDS

EXPOSURE REPORTS (ltem 22-9)
This report is conpleted when a fire fighter is exposed to toxic
fumes, snoke, or chemicals during the course of fire fighting. It
is used to verify exposure in case of illness. It includes
enpl oyee' s name, position, station, address where injury
occurred, nane and type of occupancy, date and tine of exposure,

i nci dent nunber, description of exposure, duration of exposure,

synptonms present, date and signature of enployee, and date and
signature of supervisor

RETENTI ON
Retain for 30 years (29 CFR 1910.20 (1992)) and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Private.
(Approved 01/96)
FATAL FI RE | NVESTI GATI ON CASE FI LES (Item 22-24)
These case files docunent all investigations into fires causing

fatalities. They may include various report forms, interviews,
phot ogr aphs, newspaper clippings, and other information as
necessary to undertake a conplete investigation. See al so

| nvesti gation case files.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 01/96)
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SCHEDULE 22
FI RE DEPARTMENT RECORDS

FI RE RUN REPORTS (Item 22-10)
These reports docunent each dispatched fire run. They are used
for budget planning, sunmmary reports, and litigation. They
i nclude identification nunber, incident nunber, alarmtine,
arrival tinme, incident type, action taken, cause of fire,
address, nanes of occupant and owner, telephone nunber, vehicles
and crews responding, incident-related injuries or death
i nformation, name of officer in charge, and nanme and position of
person conpl eting report.

RETENTI ON
Retain for 6 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

HOSE TEST REPORTS (Item 22-11)
These reports record tests required by fire departnents of al
fire hoses. They are used to determ ne whether hoses are in good
wor ki ng condition. They include test date, date previously
tested, apparatus nunber, hose dianeter, conditions found,
service date, defects corrected, and officer's signature in
charge of test.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SCHEDULE 22
FI RE DEPARTMENT RECORDS

HYDRANT MAI NTENANCE CARD FI LES (Item 22-12)
These card files (or other simlar discrete nmedia) docunment the
mai nt enance of fire hydrants. They are used to locate fire
hydrants and to verify annual inspections which docunent they are
functioning properly. They include |ocation, notations and dates
of annual inspections indicating physical characteristics,
operations, flow check, pressure and | eakage.

RETENTI ON
Retain for 1 year after hydrant renoved and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

HYDRANT MAI NTENANCE | NVENTORI ES (Item 22-13)
These inventories are regularly updated and reprinted to docunent
t he mai ntenance of fire hydrants. They are used to |l ocate fire
hydrants and to verify annual inspections which docunment they are
functioning properly. They include |ocation, notations and dates
of annual inspections indicating physical characteristics,
operation, flow check, pressure, and | eakage.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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| NVESTI GATI ON CASE FI LES (Item 22-14)
These case files docunent all nonfatal fire investigations. They
may i nclude various report forns, interviews, photographs,
newspaper clippings, and other information as necessary to
undertake investigation. See also Fatal fire investigation case
files.

RETENTI ON
Retain for 10 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 01/96)

| NVESTI GATI ON REPORTS (Item 22-15)
These reports are conpleted daily and nonthly on all fire
i nvestigations. They are used for investigative purposes and for
identifying trends in arson incidents. They include date and tine
of investigations, fires investigated, cause of fire, whether
arrests or convictions are nade, time spent in court and/or
speci al investigations, training received, flamable |iquid and
hazardous chem cal incidents, tank inspections, consultations,
and any speci al assignnments conpl et ed.

RETENTI ON
Retain for 6 years and destroy if annual report conpil ed.
| f annual report not conpiled retain permanently, may be
transferred to the State Archives wth authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.

(Approved 12/91)
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PUMP TEST RECORDS (1tem 22-16)
These files contain the results of tests conducted on punping
equi prent. These annual tests are used to certify punping
capabilities and to check equi pnent for stability and endurance.
They i ncl ude apparatus nunber, date tested, station nunber, where
tested, manufacturer's nanme and nunber, test results, tine taken,
and remarks.

RETENTI ON
Retain for 2 years after equi pnent replaced and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/91)
QUESTI ONABLE CASES DI SPATCH RECORDI NGS (Item 22-22)

These are audi o cassette tapes containing portions of the

Di spatch activity recordi ngs concerni ng questi onabl e cases.
Twenty-four hour tape recordings are made of all incom ng and
out goi ng phone and radio calls received by the office. Portions
of tapes concerning questionable cases are transferred to audio
cassette tapes.

RETENTI ON
Retain for 2 years after resolution of case and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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SUPERVI SED FI RE DRI LL REPORTS (ltem 22-17)
These nonthly report forns are conpleted on all supervised school
and hospital fire drills. They are used to verify fire drills
were held and to conpil e annual reports. They include drill
nunber, date, school or hospital name, grade, fire fighters
present, nunber of students involved, and signature of chief or
supervi sor.

RETENTI ON
Retain for 2 years or 1 year after annual report conpiled
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

TANK APPLI CATI ONS AND PERM T RECORDS (Item 22-18)
These files contain applications received by the fire departnent
and permts issued to individuals desiring to store flanmable
liquid or liquid petroleum Pernits are only issued after
i nspection and approval of tanks. They include an application
form permt, a sketch or diagram of |ocation along with tank
di mensi ons, and an inspection report.

RETENTI ON
Retain for 6 years after renoval of tank and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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UNAPPROVED TANK APPLI CATI ONS (Item 22-19)
These are applications received by the fire departnent requesting
a permt to store flammable liquid or liquid petroleum but were
deni ed after inspection. They include the application formand an
i nspection report indicating reasons for permt's denial.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)

UTAH EMERGENCY MEDI CAL SERVI CES (EMS) | NCl DENT REPORT (I'tem 22-20)
These report forms record both statistical and patient
information on all EMS calls received by the fire departnent.
They serve as the nedical chart for all persons treated by the
departnment's paranmedics. This report is required by |aw (UCA
26-8-5(5) (1995)), and a copy is submtted to the State O fice of
Emer gency Medi cal Services for a conpliance audit and is retained
for 25 years.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 01/96)
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UTAH FI RE | NCl DENT REPORTI NG SYSTEM ( UFI RS) (Item 22-21)
These report fornms are conpleted for each fire and are submtted
to the State Fire Marshal. The information is then submtted by
the State Fire Marshal on conputer tape to the Federal Energency
Managenent Agency (FEMA). The information is maintained
permanent|y by FEMA.

RETENTI ON
Retain for 6 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/91)
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HOSPI TAL AND NURSI NG FACI LI TI ES RECORDS

Bl LLI NG CHECKLI ST (I'tem 23-24)
These checklists docunent patient care show ng all chargeable
itens billed to individual patients. They are used to determ ne
patient bills. Includes patient nane, identification nunber,
date, chargeable item code, and anobunt charge. They are comonly
know as charge slips.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

BOARD OF DI RECTORS M NUTES (Item 23-28)
These are the official mnutes of regular and special board
nmeeti ngs of the hospital board of directors. "Each |icensed
hospital shall have a [board]"which is "legally responsible for
t he conduct of the hospital™ and "for the appointnment of al
nmedi cal staff" in accordance with Utah Adm nistrative Code, R432
-100-33(5)(2001). The mnutes include neeting date and tine,
menbers in attendance and absent, agenda itens, summary of
proceedi ngs including notions and votes, decisions, next neeting
date and tinme, and adjournment time. May al so include quality
assurance and utilization reports.

RETENTI ON
Permanent. May be transferred to State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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COWDDI TY PROGRAM RECORDS (ltem 23-1)
These files docunment the use of U S. surplus food received
through the U S. Departnent of Agriculture (USDA) Conmodity
Program The files include a questionnaire for charitable
institutions, correspondence with the Utah Departnent of Human
Services; nonthly inventory report; USDA Commodities Order form
and nonthly comodity report.

RETENTI ON
Retain for 3 years after close of fiscal year which records
pertain and then destroy provided all clains resolved and
audits conpleted (7 CFR 250.16(6)(b) (2001)).

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

DAI LY CENSUS REPORTS (Item 23-22)
This report is generated by the nursing unit to provide a daily
accounting of all patients for a twenty-four hour period
(mdnight to mdnight). It is conpiled to create a daily report
on patients adnmtted, transferred and di scharged i ncl udi ng
outpatients. The report includes date, tinme, patient's nane,
patient's nunber, diagnosis, physician, and insurance nunber of
all patients admtted, transferred, rel eased during the
twenty-four hour period.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.
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FACI LI TY COST PROFI LE REPORT (Item 23-2)
This annual financial report is required by the Utah Division of
Health Care Financing. It is used as the basis for establishing a
data base for rate calculations and is due two nonths after the
end of the reporting period. The report includes bal ance sheets
(containing current assets, description and anount, wth
handwitten notations), a statenent of revenues and expenditures
(description, current year, year to date, totals); and the
facility cost profile report form The profile report form
resenbl es an inconme tax formand consists of four individual
schedul es (Schedules A, C, D, and E). The report's cover sheet
i ncl udes the nanme and address of the facility, type of facility,
total nunber of |icensed beds, type of ownership, and a
certification attesting to the accuracy of the report signed by
the center's admnistrator and report's preparer. Schedule A
i ncl udes the provider nunber, name of auditing firm and dates of
| ast audit, questions concerning ownership, changes in rates, an
attached bal ance sheet for the begi nning and endi ng of period
covered (expenses per general |edger, adjustnments, facility cost
profile reported expenses, audit adjustnents and
reclassifications), audited cost, patient days by type (private,
Medi cai d, Medicare, and Veterans Admi nistration), total days
reported, capacity (nunber of beds, days at capacity, total
days), classification of facility and totals. Schedule C reports
on Medi care revenue and includes period covered, facility cost
profile reported revenue, totals, private revenue relating to
period, other revenue not offset against cost, total revenue not
of fset agai nst operating cost. Schedule C 2 includes the
checkli st of adjustnents nade to operating expenses and reported
adj ustnments (inconme frompatients, and m scel | aneous i ncone).
Schedul e D reports on rental property, and Schedule Eis a

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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H LL- BURTON COMWUNI TY SERVI CE ASSURANCE REPORT (I'tem 23-3)
These are copies of the triennial report required by 42 CFR
124.509 (a)(i) 2001 to be submtted to the Departnent of Health
and Human Services. The reports provide assurances that the

facility will serve patients fromthe community without regard to
race, age, or ability to pay. This policy is a condition for
recei ving federal assistance through the Hill-Burton Act for the

construction and noderni zation of health care facilities. The
report includes the identification nunber; nanme and address of
facility; fiscal year end; facility type; status change (yes/no),
if yes, transfer of status change; primary geographic area
served; governmental third party payer prograns (Medicare,

Medi cai d); and existence of organi zed energency roons; adm ssions
nunbers; operations |ength; nunber of patients that stayed in
facility previous night; questions on type of case; nunber of

Vet erans Adm ni stration patients; mnority residents; number per
age category; signature of adm nistrator, and date report wa s
conpl et ed.

RETENTI ON
Retain for 3 years after subm ssion of required report or
180 days after the close of all assessnent investigations
of the Secretary of the Health and Human Servi ces whi chever
is less (42 CFR 124.510 (2001)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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Hl LL- BURTON UNCOVPENSATED CARE PROGRAM FI LES (Item 23-4)
These files docunment participation in the Hill-Burton
Unconpensated Care Program The Hill-Burton Act was enacted to

provi de federal assistance to comrunities for the construction
and noderni zation of health care facilities. Each nedical
facility receiving program funds nust provide annually a
reasonabl e vol une of services to persons unable to pay for those
servi ces. Unconpensat ed services nmeans "services which are made
avai l abl e to persons unable to pay therefor w thout charge or at
a reasonabl e cost of such services" (42 CFR 53.111(b)(6) (2001)).
These files include the plan for providing unconpensated nursing
honme care; copies of state and federal rules and regul ati ons;

rel ated correspondence; Notice of availability of Free Nursing
Hone Care; conputation charts; providers guide; and program

noti ces.

RETENTI ON
Retain until after subm ssion of final fiscal assurance
report and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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| NCI DENT REPORTS (Item 23-5)
These are reports of all patient incidents occurring at the
health care facility (nedications errors, slips, falls, etc.).
They are used to create reports for state regulatory agencies and
for investigative purposes. Each incident is investigated by an
i n-house conmttee to determ ne cause and to correct any existing
probl enms. They include the incident report |og (nunber, patient,
name, date of incident, date received by safety commttee) and
the incident report (patient's name, nane of patient's
physi ci ans, cause for hospitalization, condition before incident,
enpl oyee visitor, or other; statement and description of incident
by person invol ved; nanme and addresses of w tnesses; description
of incident; was person involved seen by a physician, date and
time, statement and signature of exam ning physician, indication
of whether x-rays were taken, date and signature of Safety
Comm ttee review ng case).

RETENTI ON
Retain for 5 years or until resolution of all litigation
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

LI CENSI NG FI LES (Item 23-7)
These files docunment the issuance of licenses to health care
facilities. Al health care facilities are required to be
Iicensed annually in accordance with UCA 26-21-8 (2001). They
i ncl ude application fornms and perti nent docunentation, reports
and i nspections and rel ated correspondence.

RETENTI ON
Retain for 4 years after license expiration and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 26-21-9(1) (2001).

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 26-21-9(2); UCA 26-11-9(3) (2001)
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MASTER PATI ENT | NDEX (I'tem 23-25)
Thi s i ndex provides the denographics of all patients admtted to
the hospital. It includes all information concerning who, when,
and where.

RETENTI ON

Permanent. May be transferred to the State Archives after
cl osure of hospital.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

VEDI CAl D PROVI DER CONTRACTS (Item 23-8)
These contracts between the U S. Departnent of Health and Human
Services, the Utah Division of Health Care Fi nancing, and the
health care facility are required for participation in the
Medi cai d program Under these agreenents the health care provider
agrees to limt charges and to conply with specific Medicaid
requi renents (42 CFR 489 (2000)). The termof the contract is 12
nmonths, and it is renewed annually. The contract includes the
name, address, and type of institution; general provisions of the
contract; signature of the director of the Division of Health
Care Financing; date; signature of provider (adm nistrator and
date); health insurance benefit agreenment (provider nunber, nane
and address of facility); accepted signature for provider and
date; accepted signature for the Secretary of Health and Human
Services and date; and rel ated correspondence.

RETENTI ON
Retain for 3 years from date of subm ssion of fina
expenditure report (42 CFR 433.32 (2000) and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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MEDI CARE COST REPORT (Item 23-9)
This is an audit report submitted annually by the facility's
auditor to Medicare. It is required of all Medicare providers on
an annual basis for the "provider's accounting year" (42 CFR
413.20(b) (2000)). This report includes the nane and nunber of
t he provider, dates covered, admnistrator's signature and title,
name and phone nunber of person to contact for additional
information, financial data, whether report is audited or
conpiled, a series of questions on the provider's organi zation
and operation, capital and rel ated cost, interest expense,

i nsurance, deferred conpensation and pension, education
activities, nanes of provider-based physicians, office costs of
detail ed accounting, amount of all Medicare funds, expenditures
and revenues.

RETENTI ON
Retain for 3 years fromdate of subm ssion of a fina
expenditure report and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

MEDI CARE RATE FI LES (I'tem 23-10)
These files docunment notifications received on Medicare rate
i ncreases. They are used to calculate charges to Medicare
patients. The files include the notice (containing nmethodol ogy of
applying rate, facility name, and new rate), rate calcul ation
sheet, tables to determ ne maxi mum staff hours, and cal cul ations
on the various nethods of tallying charges.

RETENTI ON
Retain for 3 years after rate change and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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MEDI CAL RECORDS REQUEST (1tem 23-26)
These request forns are used to request access to patient's
records. They include date, requester’'s nane address, and
t el ephone, and signature, information requested , reasons for
request, and authority justifying access including patient's
consent.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

MONTHLY HOSPI TAL Bl RTH REPORT (Item 23-12)
This three-part formis submtted by hospitals reporting live
births that occurred during the nonth in accordance with UCA
6-2-23(3) (2001). It is used to ensure that all birth
certificates were received as required by UCA 26-2-5 (2001). The
original is maintained by the |local health departnent while the
first copy is submtted to the State Health Departnent and the
second copy is retained by the reporting hospital. The form
i ncludes the nmonth of the report, hospital's nane, and a |list of
births giving the date of birth, the parent's names, the child's
sex, and the nane of the nedical attendant.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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MONTHLY HOSPI TAL DEATH REPORTS (Item 23-13)
This three-part formis submtted nonthly by all hospitals
reporting all deaths, fetal deaths, or abortions that occurred
during the nonth. It is required by UCA 26-2-23(3) (2001) and is
used to ensure that all death certificates are filed. The
original is nmaintained by the I ocal health department with the
first copy being submtted to the State Health Departnent and the
second copy is retained by the submtting hospital. The form
i ncludes the nonth being reported, hospital's name and | ocati on,
a list of deaths giving the date of death, the nane and age of
t he deceased, the nane of the nedical attendant, and the nane of
the funeral home or funeral director.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

NURSES Al DE' S REQ STRY FI LES (Item 23-14)
These rel eases allow the health care facility to rel ease
i nformati on on nurses' aides through the nurses' aides registry.
The registry was created in 1989 as part of a larger effort, the
Nati onal Health Practitioner Data for Adverse Information, to
report both training and any adverse informati on concerning
nurses' aides (45 CFR 60 (2000). The registry is used by
prospective enpl oyers to guard agai nst hiring abusive or
unqual i fi ed nmedi cal personnel. These rel ease forns include an
expl anation of training conpleted by each nurses' aide. The forns
have either been signed and dated, or the nurses' aide has
witten a statenent refusing to be placed on the registry.

RETENTI ON
Retain until term nation and then place in personnel file.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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NURSI NG FACI LI TY REPCRT FI LES (I'tem 23-15)
These are annual reports submtted to the State Bureau of Health
Facility Licensure. "Qualified personnel” are required to perform
on-site inspections at "least once during each certification
period" by 42 CFR 431.610(g)(3) (2000). They include rel ated
correspondence and the report form [nursing hone nane, address,
phone, nanme of adm nistrator, nunber of Medicare certified beds,
cl assification, ownership and operation, bed conplenent (status
and changes from previous year), utilization (added in 1989),
census, nunber of adm ssions, nunber of discharges, nunber of
deat hs, census endi ng Decenber 31, nunber of transfers, patient
care, type of nursing personnel; age and sex of patients;
servi ces provided; nedical and social systemlinkages. The State
Bureau of Health Care Licensure retains their records until the
closure of the facility.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

PATI ENT BI LLI NGS RECORDS (Item 23-17)
These files docunment patients' financial conditions and expenses
incurred at the nedical facility. They are used to create
billings for provided nedical services. Each hospital is required
to provide an item zed statenent of charges to all patients
recei ving nmedi cal care or other services in accordance with UCA

26-21-20 (2001). The files include the hospital admttance
record; paynent contract; copies of bills; receipts; insurance or
medi care information; and charge slips.

RETENTI ON
Retain for 5 years after discharge of patient and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.
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PATI ENT MEDI CAL FI LES (Item 23-16)
These files are the official patients' nedical records. They are
used to document all treatnment and care received. The U ah
Adm ni strative Code, R432-100-33(4)(2001) requires, "all entries
be | egi ble, conplete, authenticated, and dated by the person
ordering service, providing or evaluating the service, or naking
the entry." They are required to include denographic data;
nmedi cal history; relative physical exam nation; diagnosis
(principal, provisional, final and associate); |aboratory
reports; x-ray reports; infornmed consent or reason unattai nabl e;
di agnostic or therapeutic orders; verbal orders; anesthesia
record; pathology reports; clinical observations; discharge
sumary; autopsy findings; reports of procedures, tests, and
results; and physician identification in accordance with
requi renents of the Utah Adm nistrative Code, R432-100-33(4)
(2001)).

RETENTI ON
Retain for 7 years after the |ast date of patient care or 4
years after m nor reaches 18, but no | ess than seven years
and then destroy provided a patient sunmary is retained
(Utah Adm ni strative Code, R432-100-33(4).

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

PATI ENT PHARMACY ORDERI NG RECORDS (I'tem 23-18)
These records document the ordering of drugs for individual
patients in accordance with 21 CFR 1304 (2001). The files include
an internal delivery sheet; packing |ist; and request for paynent
formns.

RETENTI ON
Retain for 2 years after copying by agents of the Drug
Enf or cenent Agency (DEA) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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PATI ENT SUMVARY (Item 23-34)
This is a summary required to be conpiled prior to the
destruction of patient nedical records in accordance with Utah
Adm ni strative Code, R432-100-33(4)(d) (2001). It includes
patient's nanme, nedical record nunber, next of kin, attending
physi ci an, adm tting discharge di agnoses, surgical procedure(s),
and pat hol ogi cal and di agnostic findings.

RETENTI ON
Permanent. May be transferred to State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

PHARMACY PERM TS (I'tem 23-29)

These permits authorize hospitals to dispense drugs in accordance
with 21 CFR 1304 (2001).

RETENTI ON
Retain for 5 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

PHYSI Cl AN PRI VI LEGES AND CREDENTI ALS RECORDS (I'tem 23-23)
These records docunent the credentials of physicians having
hospital privileges. They include application for hospital
privileges, copies of licenses, verification of education,
queries fromnational data banks, privileges requested and
granted, denied or withdrawn. My include a physicians profile.

RETENTI ON
Retain for 65 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.
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QUALI TY | MPROVEMENT PLANS (I'tem 23-35)

This plan is adopted an inplenmented by the hospital in accordance
with the Utah Adm nistrative Code, R432-100-11 (2001). It is used
to inprove patient care. It is required to be consistent and

wi t hin achi evabl e goal s and avail abl e resources. The pl an

i ncl udes net hods of problemidentification or opportunities of

i nproved patient care, assessnent of identified problem

i npl enentation of actions destigned to elimnate identified

probl ens or inprove docunentation of corrective action and
results, reporting concerns.

RETENTI ON
Permanent. May be transferred to State Archives after
cl osure of hospital.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

RADI OLOGd CAL RECORDS (Item 23-27)

REG STER OF

These are witten reports of the findings and eval uations for
each x-ray exam nation or treatnment. They are required to be
signed by the physician responsible for the procedure. They may
i nclude the actual x-ray. These records are required to becone
part of patient's nedical record.

RETENTI ON
Retain for 7 years after last activity and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

Bl RTHS (I'tem 23-30)
This register record all births occurring at the hospital in
accordance wth Uah Adm nistrative Code, R432-100-33(7) (2001).
It includes dates, tine, baby's name, parents nanes, attending
physi ci an, and any remarks.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.
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SCHEDULE 23
HOSPI TAL AND NURSI NG FACI LI TI ES RECORDS

DEATHS (Item 23-31)
This register records all deaths occurring at the hospital in
accordance with U ah Adm nistrative Code, R432-100-33(7) (2001).
It includes date, time, nane of deceased, cause of death,
attendi ng physicians nane, and any remarks.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

NARCOTI CS (I'tem 23-33)
This register records the dispensing of all narcotics at the
hospital in accordance with Utah Adm ni strative Code,
R432-100-24(3) (2001). It includes patient's name receiving
controll ed substance, dosage, and signature of person

adm ni stering nedi cation.

RETENTI ON
Permanent. May transfer to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

OPERATI ONS (Item 23-32)
This register records all operations occurring at the hospital in
accordance with U ah Adm nistrative Code, R432-100-35(7) (2001).
It includes date, tine, patient's nane, attending physician's
name, type of operation, and renarKks.

RETENTI ON
Permanent. May be Transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.
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SCHEDULE 23
HOSPI TAL AND NURSI NG FACI LI TI ES RECORDS

RECOVERY SERVI CES FI LES (I'tem 23-19)
These files docunment the collection by the State D vision of
Heal th Care Fi nancing of Medi care overpaynents. The Division of
Heal th Care Financing acts as collector under a contract with the
O fice of Recovery Services. The files include correspondence and
a formlisting patient nane and nunber, nonth of service, anount
of Medi care overpaynent owed to ORS, Medicare Information
Bul I eti ns, cancell ed checks, and nursing home clai mexenption
forms.

RETENTI ON
Retain for 3 years after resolution of litigation or claim
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

STAFFI NG REPORTS (I'tem 23-20)
These are quarterly reports submtted to the Uah State Health
Bureau of Facility Review to show that the facility maintains
adequate staffing at all tines. These reports include the Report
on Consultants, Report on Oher than Nursing Personnel, and
Report on Nursing Personnel. Information within the reports
i ncl udes the name and address of the facility, report date,
reporting period, nane of the enployee or consultant, enployee's
position or the consultant's area of consultation, nunber of
hours worked by the enployee or consultant, and a signed
certification by the facility adm nistrator that the information
submtted is correct and that all standards are being net.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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SCHEDULE 23
HOSPI TAL AND NURSI NG FACI LI TI ES RECORDS

VETERANS ADM NI STRATI VE RECORDS (Item 23-21)
These records docunent the process of providing service to
veterans. The Veterans Adm nistration contracts with health
facilities to provide service to veterans residing in their
service area. The files are used for reference purposes. They
i ncl ude correspondence, policies, and agreenents between the
Vet erans Admi nistration and the care center (includes nane,
address of facility and veterans office, signature of contracting
agenci es, general provisions, and taxpayer identification
nunber) .

RETENTI ON
Retain for 4 years after expiration of contract and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
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SCHEDULE 24
LI BRARY RECORDS

ACCESSI ON RECORDS (ltem 24-1)
These records docunment the accession of library materials. They
include title, publisher's nane, date ordered and received, |ist

price, and discount price.

RETENTI ON
Retain until adm nistrative need ends and then destroy;
accessi on books created before | 960 permanent, transfer to
State Archives with authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)

ANNUAL REPORT (ltem 24-2)
This is an annual report by the library directors required by
UCA 9-7-506(1) (1995) "to the county governi ng body on the
condition and operation of the library, including a financial
statenent.” It is also used to informthe general public
regarding the operations of the library. The report includes
budget figures both inconme and expenditure, circul ation and ot her
figures, and may include a brief description of the previous
year's activities.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)
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SCHEDULE 24
LI BRARY RECORDS

BOARD OF DI RECTOR' S M NUTES (Item 24-3)
These are the official mnutes of regular and special neetings of
the County Library Board of Directors. They are used to document
the actions of the board. They include the agenda, dates and
ti mes neetings convened and adj ourned, board nenbers present and
excused, and a summary of the proceedi ngs of neetings, including
notions, votes, discussions, official actions, and deci sion.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 12/93)
Cl RCULATI ON RECORDS (Item 24-4)
These are records of all library materials checked out fromthe

library system They may be automated or manual systens. The
information includes the itemtitle, identification nunber
(barcode nunber), date item due, patron nane and |ibrary card
nunber .

RETENTI ON

Retain until itenms returned and | ate fees paid and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(c) (1995).

(Approved 12/93)
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SCHEDULE 24
LI BRARY RECORDS

Cl RCULATI ON STATI STI CAL REPORTS (I'tem 24-5)
These are nonthly statistical reports on the nunbers and types of
library materials checked out. They are used for future planning.
They include the nunber of itenms checked out by type, nunber of
library cards issued, and nonthly totals.

RETENTI ON
Retain until annual report conpiled and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)

HOLDI NGS CATALOG (1tem 24-6)
This catalog serves as a finding aid for library users in
locating library materials currently in library collection.
Manual card catal ogs have been replaced in many library with
on-line catal ogs. These catal ogs are constantly being updated as
materials are added and wi thdrawn. The information includes cal
nunber, author, title, publisher, nunber of copies, date, and
subj ect headi ngs. Conmputer catal ogs al so include nunber and
status of copies (on shelf, checked out, and date due).

RETENTI ON
Retain until catal og closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)
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SCHEDULE 24
LI BRARY RECORDS

| NTERLI BRARY LOAN RECORDS (ltem 24-7)
These records docunent the | ending and borrowi ng of |ibrary
materials through the interlibrary |oan network. They include
interlibrary loan fornms, conputer searches, related
correspondence and nenoranda. The interlibrary |oan fornms include
patron's nane, address, tel ephone nunber, description of materi al
bei ng requested (author, title, publisher, publication date), a
signed statenent indicating patron willing to assunme costs for
borrow ng material, status indication (overdue, |ost,
out-of-print), indication of search strategy, date materi al
provi ded, and date material to be returned.

RETENTI ON
Retain until request conpleted or cancelled, applicable
fees and fines paid, materials returned, and statistics
col |l ected and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1995).

(Approved 12/93)

LI BRARY COWVPLAI NTS (Item 24-9)
These records docunent conplaints received and actions taken
concerning library services including progranmm ng and materi al
sel ection policies. They include conplainant's nane, address, and
t el ephone nunber, date, explanation of conplaint, and rel ated
correspondence,

RETENTI ON
Retain for 1 year after resolution and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Private: UCA 63-2-302(1)(c) (1995)

(Approved 12/93)
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SCHEDULE 24
LI BRARY RECORDS

LI BRARY OPERATI ON PQOLI ClI ES (Item 24-10)
These are policies adopted by the Library Board of Directors
concerning all library operations including material selection.
The policy adoptions are docunented in the Board of Directors
M nutes. The information varies by policy, but all include policy
title, purpose, and adoption date.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)

LI BRARY SERVI CES AND CONSTRUCTI ON ACT (LSCA) TITLE I, 11, AND (Item 24-8)
111
These records docunent the expenditure of nonies and the
operation of Title I, Il, and Ill prograns funded through the
Li brary Services and Construction Act grants, which are regranted
by the Utah State Library Division to public libraries (34 CFR 75
(1992)). Grant records include sonme or all of the follow ng:
application and supporting materials, budget revisions, quarterly
reports, final sumary and eval uation reports, statistical
reports, audit reports, deposit slips, invoices and bills, and
publicity. The State Library Division retains Title | and I
grant records for 7 years, Title Il grant records for 20 years.

RETENTI ON
Retain for 7 years after expiration of contract and
destroy, provided all clains and litigation have been
resolved and all applicable state and federal audits
conpl et ed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)
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SCHEDULE 24
LI BRARY RECORDS

LOST LI BRARY MATERI ALS AND REFUND RECEI PTS (lItem 24-11)
These are receipts issued by the library when a patron pays for
lost library materials. They are used to verify paynent and if
the book is located a refund will be granted. These receipts al so
serve as a backup record to verify paynent if a question arises.
The receipts include the patron nane and identification nunber
(barcode nunber), library materials' titles, anount paid and
dat e.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1995).

(Approved 12/93)

PATRON ASSI STANCE PUBLI CATI ONS (Item 24-12)
These publications are booklists and ot her patron assistance
gui des created by library staff nenbers. They are used to aid
library patrons in locating library materials and to assist in
using the library. The information contained in these
publications vary but all include the library nane and | ocati on.

RETENTI ON
Retain until admnistrative need ends and then transfer
significant publications to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)
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SCHEDULE 24
LI BRARY RECORDS

PATRON REQUESTS (I'tem 24-13)
These are requests by library patrons for materials currently
checked out or to add new materials to the library collection.
They may be a formand/or an electronic record. They may incl ude
library card nunber; patron's nanme, address, telephone nunber,
and signature; call nunber, author, and title of material
requested; patron's signature, and indication of nmaterial's
status (checked out, overdue, reordered, out-of-print).

RETENTI ON
Retain for 1 year or until request is filled and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1995).
(Approved 12/93)
PLANNI NG AND EVALUATI ON STUDI ES (Item 24-14)

These studies are undertaken periodically to identify library
servi ce needs. They include user, conmunity and ot her eval uation
studies. They are used for planning future services. The studies
may i nclude responses to patron surveys, denographic information,
circulation statistics, and coll ection devel opment studies.

RETENTI ON
Retain until superseded and then transfer to the State
Ar chi ves.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)
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SCHEDULE 24
LI BRARY RECORDS

PUBLI C LI BRARY SERVI CES DEVELOPMENT GRANT RECORDS (I'tem 24-15)
The records docunent the expenditure of nonies and the operation
of the State Library Division's Upgrade Process and the state aid
grants whi ch operate hand-in-hand. Funds are appropriated by the
Utah Legislature to the State Library Division which then
di stributes the grants on a fornmula basis to qualifying U ah
public libraries. Grant records include sone or all of the
following: public library planning docunents, signed grant
agreenents, final reports and financial statenents, statistical
reports, audit reports, deposit slips, invoices, bills, and
publicity.

RETENTI ON
Retain for 7 years after expiration of contract and
destroy, provided all clains and litigation have been
resolved and all applicable state and federal audits
conpl et ed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)

REGQ STRATI ON RECORDS (Item 24-16)
This registration card is conpleted by patrons applying for a
library card. This information is frequently conputerized and is
used for the checkout of library materials, nonitoring of overdue
books, fines and fees, and for the on-going verification of
address and tel ephone nunber. Sone libraries issue library cards
for a specified period while other library cards never expire if
used on a regular basis. Nonexpiring library cards normally
becone inactive after one year of nonuse. The card nay be
retained for verification purposes. The card includes patron
name, home and busi ness addresses and tel ephone nunbers,
application date, and birthdate.

RETENTI ON
Retain for 1 year after expiration or becom ng inactive and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(c) (1995).

(Approved 12/93)
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SCHEDULE 24
LI BRARY RECORDS

SHELF LI ST (Item 24-17)
This is the master inventory of all library holdings currently in
the library collection. Traditionally the record was a card file
whi ch was arranged by shelf or classification nunber, but has now
| argely been conputerized. This master inventory is constantly
bei ng changed as materials are added and wi thdrawn fromthe
collection. It includes classification nunber (or call nunber),
author, title, and nunber of copies.

RETENTI ON
Retain until catal og closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)

STATE LI BRARY ANNUAL REPORT (1tem 24-18)
This is an annual report required by UCA 9-7-211 (1995) to be
submtted by "all municipal, city, county, and public schoo
libraries" to the state librarian. It reports "on the condition
and affairs of the library as required by the State Library
Board." The State Library retains the record copy of these
reports permanently.

RETENTI ON

Retain for 1 year or until adm nistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)
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SCHEDULE 24
LI BRARY RECORDS

STRATEGQ C PLANS (Item 24-19)
These are strategic goals and plans adopted by the Library Board
of Directors to guide the devel opment of the library. The plans
are adopted periodically (every 3-5 years). Goals are adopted
both on a long and short term basis. They include statenents
regarding the library's role, plans for the devel opnent of
various |library operations, and goals to achieve the plans.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/93)
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SCHEDULE 25
LOCAL HEALTH RECORDS

ALl VE AND VELL PROGRAM CASE FI LES (ltem 25-1)
These case files docunent participation in the Aive and Wl |
Program It is an educational programrun by |ocal health
departments to encourage people to live healthier life-styles by
preparing a health risk appraisal and fitness profile. The files
i nclude the infornmed consent and release form physical activity
readi ness questionnaire, health risk appraisal, nutritional, and
screeni ng answer sheet. This programis also called Healthy Heart
Programor the Healthy Lifestyle Program

RETENTI ON

Retain for 2 years and then destroy; provided any pendi ng
claimor litigation has been resol ved.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

ANNUAL PROGRAM REPORTS (I'tem 25-100
These are annual reports on public health progranms adm nistered
by the | ocal departnent. They are used to track prograns and
enpl oyee time. They are conpiled fromthe Quarterly program
reports. The reports include tinme spent, nunber of people seen,
names and ages of person served, and sonetines descriptions of
pr ogram

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)
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SCHEDULE 25
LOCAL HEALTH RECORDS

Bl RTH AND RELATI ONSHI P VERI FI CATI ONS (Item 25-2)
This request is subnitted by the State Division of Famly
Services to local registrars to search birth records. Since sone
peopl e cannot afford to obtain birth certificates, it is used to
verify births and rel ationships to receive state benefits. The
formincludes father's name, an indication which other forns were
al so conpl eted (acknow edgnent of paternity of parents, paternity
of father and date, or paternity not acknow edged), nother's
name, nanme of children, birthdate, place, certificate nunbers,
signature and title of local health official.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/92)
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SCHEDULE 25
LOCAL HEALTH RECORDS

Bl RTH CERTI FI CATES (1tem 25-3)
These certificates docunment all live births in the State of U ah
in conpliance with UCA 26-2-5 (1995). In 1905, a state registry
systemof vital statistics was established at the State Heal th
Departnment with local registrars. Al certificates created prior
to 1905 are only maintained at the local |evel and prior to 1978
sone |local registrars nmay not have reported all births to the
State Health Departnment. Since 1978, all certificates maintained
at the local |level are duplicate certificates maintained by the
State Health Departnent. The information recorded includes the
child s nane, place of birth, date of birth, sex, and if child
part of nultiple birth; the parents' nane, race, age, birthplace,
occupation, and marital status; a record of children previously
born to the nother; the Iength of the pregnancy; the child' s
wei ght and length at birth; the date of the serological test; and
a description of any congenital malformations or birth injuries.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 26-2-22 (1995).

(Approved 12/92)
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SCHEDULE 25
LOCAL HEALTH RECORDS

BLOOD PRESSURE/ CHOLESTEROL RECORDS (Item 25-4)
These records are a two-part form conpl eted by health workers for
clients having bl ood pressure and chol esterol health screenings.
These informal screenings are held at various |ocations
t hroughout the district including shopping centers and health
fairs. They are used to identify existing health problens and to
encourage healthy lifestyles. The original (white copy) is
submitted to the State Bureau of Chronic Disease Control and is
mai nt ai ned as the record copy while the yellow copy is retained
by the local health departnent. The formincludes the nane,
address, social security nunber, phone nunber, weight, height,
birth date, age, gender, ethnic origin, education |evel,
guestions concerni ng snoki ng, questions concerning bl ood pressure
and bl ood chol esterol, brief famly and individual nedical
hi story, blood pressure readings, blood chol esterol readings and
si gned consent authori zing bl ood pressure and chol esterol tests.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

Ut ah County CGeneral Records Retention Schedul e 1996 269



SCHEDULE 25
LOCAL HEALTH RECORDS

BOARD OF HEALTH M NUTES (1tem 25-6)
These mi nutes document the actions of the |ocal boards of health.
Each | ocal health departnment is required to have a board of
heal th "appointed by the | ocal governing body and shall consi st
of at least five persons” (UCA 26A-1-109 (1995)). The Board of
Health is responsible for establishing policy, for adopting
regul ations relating to health protection and the pronotion of
public health or environmental health including but not limted
to public health adm nistration and support services, naternal
and child health, communi cabl e di sease control, surveillance and
epi dem ol ogy, food protection, solid waste nmanagenent, wastewater
managenent and safe drinking water managenent. They include the
agenda and the actual mnutes of proceedi ngs of special and
regul ar neetings of the | ocal Boards of Health.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 26A-1-109 (1995).

(Approved 12/92)

BOARD MEMBER APPLI CATI ON (Item 25-5)
This is an application used to apply for a position on the | ocal
board of health. Al applications are retained for two years to
create a pool for possible future openings. The formi ncl udes
name, address, business and hone tel ephone nunbers, education and
wor k experience in health and environnental fields, volunteer
experience, reasons for wanting to serve on board, occupation,
signature and date.

RETENTI ON
Retain for 2 years after appointnent is made and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 25
LOCAL HEALTH RECORDS

BURI AL- TRANSI T PERM T APPLI CATI ON (Item 25-7)
This application is used to obtain a permt to allow the renoval
of burial remains in accordance with UCA 26-2-17(3) (1995). It
i ncludes death certificate nunber, deceased' s nane, birth date,
birth place, death date, place of death, name of next of kin or
ot her person authorizing disposition, disposition (burial,
cremation, or other), funeral hone, address, |icense nunber, nane
of person issuing permt, date issued, registrar's signature, how
body was di sposed (burial, cremated, other), date permt issued,
cenetery nane, place, county, state, and signature of person in
char ge.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

CAPI TAL OUTLAY DETAI L STATEMENT (Item 25-8)
This is a nonthly report submtted by the | ocal health departnment
to the state Departnent of Health listing the anmounts spent for
capital outlay on state contracts. It includes the | ocal health
departnent's nanme, the reporting period, payee's nane, the
contract or program where the outlay was made, and expenditure
anmount .

RETENTI ON
Retain for 3 years or after state audit and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 25
LOCAL HEALTH RECORDS

CAR SEAT RENTAL AGREEMENTS (Item 25-9)
These contracts docunent the rental of car seats to individuals
who choose not to buy their own. This program enabl es those
individuals to conply with UCA 41-6-148.20 (1995) which requires
the use of child restraint devices. These contracts include the
car seat nunber; the return date; the nanme, address, tel ephone
nunber, drivers |icense nunber, and borrower's signature; the
nanes and addresses of two individuals who will know the
wher eabouts of the borrower; a parental checklist that the
borrower received training in the use of the car seat and that
the seat was inspected; the anmount paid; the dates issued and
due; the seat condition when issued; and the receipt nunber. Sone
| ocal health departnment also sell car seats.

RETENTI ON
Retain for 4 years after the expiration of the contract and
t hen destroy (UCA 70A-2-725 (1995)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

CASE MANAGEMENT FI LES (I'tem 25-10)
These files, required by 42 CFR 441.56(a) (1992), are used by the
health departnent to ensure that all individuals who are eligible
to enroll in the nedicaid programare notified; and to determ ne
eligibility of individuals accepted into the program These files
i ncl ude the case managenent form recipient list, and screening
notifications.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)
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SCHEDULE 25
LOCAL HEALTH RECORDS

CERTI FI ED BI RTH CERTI FI CATE AND BI RTH CARD APPLI CATI ON (Item 25-11)
This application formis used to request a certified birth
certificate or birth card. It includes the nane, date of birth,
and city of birth of the individual whose birth certificate is
bei ng requested; the applicant's nanme, address, tel ephone nunber,
and relationship to the individual whose birth certificate is
bei ng requested; the nane, year, and state of birth of the
i ndividual's parents; reason for the request; request date; and
t he nunber of copies of the birth certificate or card requested.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

CERTI FI ED EM SSI ONS MECHANI C PERM T APPLI CATI ONS (I'tem 25-13)
These files docunment nechanics certified as being qualified to
conduct em ssion inspections. They include the applicant's nane,
address, and hone tel ephone nunber; applicant's enpl oyer;
busi ness tel ephone nunber and address, applicant's signature;
date the application was approved; date the permt was issued;
permt nunber; fee anmount; and expiration date.

RETENTI ON

Retain for 2 years after permt has expired or been
term nated and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Privat e: applicant's hone address and tel ephone
nunber

(Approved 12/92)
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CERTI FI ED DEATH CERTI FI CATE APPLI CATI ON (Item 25-12)
This application is used to request a certified death
certificate. It includes identifying information, death date,
deceased' s nane, place of death, county birthplace of decedent,
usual residence of decedent, nane of father, nother, reason for
requesting including relationship to person whose certificate is
requested, signature of applicant, address, phone, date, nunber
requested, and fee anount.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

CH LD HEALTH CASE FI LES (1tem 25-16)
These case files docunent the participation of children in the
Child Health Evaluation and Care Program (CHEC). This is a | ow
cost programto identify public health problens and to pronote
heal thy children in low incone famlies ineligible for Medicaid.
They include the child health record, well child care 4-5 years
of age form and well child care exanm nation forms. These records
are also called Well Child case files.

RETENTI ON
Retain until child reaches the age of 21 and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)
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CH LD HEALTH EVALUATI ON CARE SCREENI NG RECORDS (I'tem 25-17)
These files docunment services provided to children accepted in
the Child Health Evaluation Care (CHEC) program as part of the
medi cai d program The purpose of the screening is to exam ne and
eval uate the general physical and nental health, grow h,
devel opment, and nutritional status of nedicaid recipients under
the age of 21 and to provide corrective treatnment. These files
i ncl ude the screening evaluation, claimforns, child health
conference evaluation forns, progress form history form
I muni zati ons, assessnent fornms, nedicaid records, and growth
charts.

RETENTI ON
Retain until child reaches the age of 21 and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Control | ed: ment al heal th screenings

(Approved 12/92)
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CH LDREN S SPECI AL HEALTH SERVI CES CLI ENT FI LES (I'tem 25-18)
These client files docunent services provided to handi capped
children through various clinics such as pediatric assessnent,
ort hopedi c, neurol ogical, cardiac, orofacial, etc. The records
are transferred fromlocal health departnents to the state and
back depending on clinic location. After case is closed the
client file is transferred to the State Health Departnent. The
client files include a face (summary) sheet, rel ease of
information form application for services form registration
form an authorization for service form referral for services
form clinic physician's recommendation form clinic sumary and
rescheduling form progress notes, growth charts, questionnaires
for parents or guardians, food record, and a client nedical
guestionnaire.

RETENTI ON
Retain until case closed and then transfer to State Health
Depart nent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/92)
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CH LD HEALTH EVALUATI ON CARE (CHEC) TARGET AREA RECORDS (Item 25-14)
These records are consent and rel ease forns distributed by the
Children Health Evaluation Care (CHEC) program Each |ocal health
departnent determ nes concentration areas and groups to be
targeted. This formis used to notify parents within targeted
groups of the services provided and to identify infants eligible
for the program These records include both originals and
duplicates. The formincludes an explanation of the CHEC program
a statement on confidentiality of personal information collected,
a statenent allowng for the release of information for follow up
pur poses containing the date, parent's nane, address, telephone
nunber, signature, birth date, social security nunber, marital
status, and number of children.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/92)

CH LD HEALTH EVALUATI ON CARE MEDI CAI D REI MBURSEMENT REPCORT (I'tem 25-15)
This formreports the rei nbursenents received on clains for
physi cal exam nations provided under the Child Heal th Eval uation
(CHEC) program A nedicaid billing formis submtted for each
conpl eted exam nation and the original is submtted to the Utah
Medi cal Assi stance Program (UVAP) for reinbursenent. This form
i ncludes child' s nane, date service provided, date into program
home address, phone nunber, nedical information and patient
identification nunber.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)
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COVMUNI CABLE DI SEASE CASE FI LE | NDEX (Item 25-19)
This is an index of easily accessible basic patient and
statistical information regarding reportable comunicabl e
di seases. As stated in the Utah Code of Communi cabl e D sease
Rul es, the information enables the Departnment to protect the
public health, and prevent and control disease. Includes
patient's case nunber, nane, address, race, sex, and age; report
source and date reported; onset date of the disease; attending

physi cian; patient's hospital; lab results; disease specification
of type, if applicable; and date the formwas sent to Center for
Di sease Control, if applicable. Sonme of the diseases include

anebi asi s, ascariasis, botulism canpyl obacter, cocci odonycosis,
and Col orado tick fever. The State Bureau of Epidem ol ogy
mai ntains the record copy of these records permanently.

RETENTI ON
Retain for 7 years after case closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 26- 25a- 101 (1995).

(Approved 12/92)

Ut ah County CGeneral Records Retention Schedul e 1996 278



SCHEDULE 25
LOCAL HEALTH RECORDS

COVMUNI CABLE DI SEASE CASE FI LES (I'tem 25-20)
These files are kept in order to maintain a concise, accurate,
and historical record of reportabl e conmunicabl e di seases and
epi dem ol ogi cal investigations. As stated in the Ut ah Code of
Communi cabl e Di sease Rules, the reports enabl e the Departnent of
Health to protect the public health, and prevent and control
communi cabl e di sease. Includes investigations such as Botulism
Al ert Summary, Reyes Syndronme Case |Investigation Report, Leprosy
Surveillance, Qutbreak Investigation, Infant Botulism Pertussis
Report, and Wekly Canpyl obachter Surveillance Report; also
i ncl udes original incomng and copies of outgoing correspondence
related to epi dem ol ogi cal investigations. The State Bureau of
Epi dem ol ogy nmintains the record copy of the records
per manent|y.

RETENTI ON
Retain for 7 years after case closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 26- 25a- 101 (1995).

(Approved 12/92)

COVMUNI CABLE DI SEASE CONTROL PROGRAM FI LES (I'tem 25-21)
This is a record of incom ng and outgoi ng correspondence, related
to the Comruni cabl e Di sease Control Program |Includes financi al
nmedi cal , di sease control, and patient information; policies,
procedures, rules, regulations, ordinances; and general program
operational files. The State Bureau of Epidem ol ogy nai ntains the
record copy of these records.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)
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CONTRACTS (I'tem 25-22)
These are contracts between | ocal health departnments and the
State Health Departnment. They docunent agreenents between the
state and | ocal departnments to operate specific prograns. The
State Health Departnment regrants federal funds and grants state
funds under certain requirenments stated in the contracts.

RETENTI ON
Record copy: Retain for 6 years after expiration of
contract (UCA 78-12-23 (1995)) and then
destroy.

Duplicate copies: Retain until expiration of contract or
until adm nistrative need ends and then

destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publi c.
(Approved 12/92)
DAY CARE LI CENSI NG PUBLI C HEALTH NURSE REVI EW RECORDS (I'tem 25-23)

This i nspection form docunents the separate annual review of day
care centers by public health nurses prior to their state
licensing and the relicensing. The formincludes center's nane,
address, owner and person in charge; visit date, arrival and
departure tinmes, public health nurse's signature, departnent's
name, indication of review of programand records, and
recomendati ons and comments.

RETENTI ON
Retain until facility no longer licensed and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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DETAI L COLLECTI ONS STATEMENT (I'tem 25-26)
This is a nonthly statenent sent to the Departnment of Health
reporting the anmount of fees collected by the |ocal health
departnents frompatients or clients on state contracts. This
statenent includes the |ocal health departnment nane, nonth, the
al l ocation of collections by contract or programtype, the type
of collection (vital statistics, patient fees, etc.), the anount
of the collections, and the total amount coll ected.

RETENTI ON
Retain for 3 years or until state health departnent audit
and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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DEATH CERTI FI CATES (Item 25-24)
These death certificates docunent all deaths occurring in the
State of Uah as required by UCA 26-2-13 (1995). In 1905, a state
registry systemof vital statistics was established at the State
Heal th Departnent with local registrars. Al certificates created
before 1905 are only maintained at the |ocal health departnent
and prior to 1978 sone local registrars nay not have reported al
deat hs. Since 1978, all originals are naintained at the State and
copies at the local level. The information recorded includes the
deceased' s nane, gender, date of birth, race, age, county of
deat h, address, birth place, citizenship, marital status, nane of
spouse, social security nunber, occupation, and parents' nanes;
cause of death; if an autopsy was taken; if accident, suicide, or
hom ci de caused death; place and tinme of death; disposition of
t he body; nanme and address of nortuary or crematory; and
signature of person certifying death.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 26-2-22 (1995).

(Approved 12/92)
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DEATH HOLD BOOK (I'tem 25-25)
Thi s book serves as a tracking device recording the status of
death certificates. Death certificates are required to be filed
prior to the funeral, but if this is not possible the nortuary
will notify the local registrar and receive a hold nunber. This
book is used to verify that death certificates were finally
received. It includes hold nunber, death date, decedent's nane,
physi ci an, funeral director, decedent's age, burial date, city of
deat h, date hold nunber issued, date received, nunber of copies
i ssued, whether the death certificate is pending and whether or
not a burial transit was issued.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

DI SI NTERVENT PERM T (Item 25-27)
This permit allows for the disinterment of burial remains froma
cenetery. The formincludes county, city, date permt issued,
applicant's nane, deceased' s nanme, age, sex, place of death,
death date, cenetery or city fromand to, next of kin signature,
permt nunber, and signature of |local registrar at disinternnent.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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DRI NKI NG WATER SYSTEMS SURVEY (I'tem 25-28)
These surveys record the inspections of water tanks for proper
security, sanitation, proper maintenance, sanitation, and
chlorine levels to guarantee water quality. The survey forns
i ncl ude date, nane and address of owner, |ocation of water
system results of inspection, and signature of sanitarian.

RETENTI ON
Retain until systemis no |onger in operation and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/92)
EMPLOYEE CONFI DENTI ALI TY AGREEMENTS (I'tem 25-30)
This agreenent is signed by the enpl oyee and mai ntai ned by the
departnment stating that the enpl oyee will not disclose

confidential information in accordance with UCA 26-25-4 (1995).
The agreenent usually becones part of the enployee's official
personnel file. It includes the terns of the agreenent, the date,
enpl oyee' s signature, and supervisor's signature.

RETENTI ON
Record copy: Retain until final disposition of
personnel file and then destroy.
Duplicate copies: Retain until separation of enployee and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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EMERCENCY RESPONSE HAZARDOUS WASTE CASE FI LES (I'tem 25-29)
These case files docunent the investigation of hazardous waste
i ncidents including the cleanup, the process and the proper waste
di sposal. The case files include conplaint date, tinme, and
nunber; conplainant's nanme, address, and tel ephone nunber; spil
| ocation; material spilled; weather conditions/local terrain;
time on scene; popul ation area; personnel on scene; vol une of
spill; anticipated novenent of spill; action taken; water bodies
or streans involved; nane of shipper/ manufacturer; chem cal
pl acardi ng/l aveling information; container type; railroad/truck
| D nunber; injury or exposure; sanples taken; and signature of
regi stered environnental health specialist.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: trade secrets, confidential infornant
i nformati on

(Approved 12/92)
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ENVI RONVENTAL/ OCCUPATI ONAL | NVESTI GATI ON CASE FI LES (I'tem 25-32)
These are records of epidem ol ogi cal investigations of
envi ronnment al and occupational public health hazards. They help
prevent those hazards, and assist in short and long-term health
studies. As stated in the Uah Code of Commruni cabl e Di sease
Rul es, the Department of Health collects this information in
order to pronote and protect the public health and to prevent and
control disease. Includes epidem ol ogical investigations of
i ndi vi dual s and/ or groups exposed to environnental health
hazards, health risk anal yses of human exposures to chem ca
contam nants, cancer cluster investigations, and adverse
reproductive outcones. Medical records nmay contain patient nane,
address, sex, race, age, type of exposure, conpany where possible
exposure occurred. The State Bureau of Epidem ol ogy maintains the
record copy of these records permanently.

RETENTI ON
Retain for 7 years after conpletion of investigation and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: Heal th hazard appraisals.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: Pati ent/case files

(Approved 12/92)
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ENVI RONVENTAL COVPLAI NTS (I'tem 25-31)
These forms record conplaints received by the local health
departnment fromthe public in reference to a w de-range of
envi ronnental concerns including air quality, solid waste,
hazar dous wast e, epidem ol ogy, indoor clean air, infectious
waste, swi mm ng pools, schools, vector control, food service,
| andl ords, animals, housing, and yards. If conplaint pertains to
a specific facility it becones part of the facility's inspection
file. The formincludes date, tine, name of persons taking
conpl ai nt, conplainant's nane, address, and tel ephone nunber;
nature of conplaint, date investigated, action taken, conpletion
date, and signature of registered environnental health
speci al i st.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: conpl ai nant' s nane, honme address, and
t el ephone nunber

(Approved 12/92)

EXPENDI TURES SUMVARY STATEMENT (I'tem 25-33)
This is a nonthly statenment sent to the state Departnent of
Health to bill for expenses incurred on state contracts. This

statenent includes the nane of the |ocal health departnent, nonth
and year, allocation of expenditures by contract type,
expenditure category (wages and sal aries, fringe benefits, etc.),
total anmount of expenditures, anmount of the collection received,

t he net anmount of expenditures, and date and signature of the
certifying official.

RETENTI ON
Retain for 3 years or after state health departnent audit
and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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FAM LY PLANNI NG CLI ENT CHARTS (I'tem 25-34)
These charts docunent services provided to individuals enrolled
in the fam |y planning program funded by federal grants under
Section 1001 of the Public Health Service Act. The purpose of the
grant is to provide educational, conprehensive nedical, and
soci al services necessary to aid famlies, particularly |ow
incone famlies, to determne freely the nunber and spaci ng of
their children. These files include a physical exam nation form
a record of client visits, progress notes, face sheet, financial
form signed consent forms, contraceptive nmethod authorization
forms, and | aboratory test results.

RETENTI ON
Retain for 7 years after the client |eaves the program
provi ded client has reached the age of 21 and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 42 CFR 59.15 (1992).

(Approved 12/92)

FAM LY PLANNI NG NEEDS ASSESSMENT REPORTS (I'tem 25-35)
This is a report submtted to the State Bureau of Fam |y Pl anning
showi ng the needs for famly planning funds and the perfornmance
plan for the upcomng year. It is used in distributing grant
money. It includes the local district nane, the nunber of births
to teens out of wedl ock, abortion nunbers, the infant nortality
rate, the nunmber of births in famlies bel ow 150 percent of
poverty, and the increase or decrease of each category fromthe
previ ous year. The record copy of this report is retained by the
State Bureau of Family Pl anni ng permanently.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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FATHER S PATERNI TY ACKNOW.EDGEMENT (I'tem 25-36)
This state formis used by the father to acknow edge the
paternity of a child when he is not married to the child's
not her. The original formis retained by the State Health
Depart ment permanently. The formincludes child s name, birth
date and place, nother's nane and address, father's nane and
address, and a notarized signed statenent acknow edging child's
paternity.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

FETAL DEATH CERTI FI CATES (I'tem 25-99)
These death certificates docunent all fetal deaths occurring in
the State of Utah as required by UCA 26-2-14 (1995). The
certificate is required to be filed with the |ocal registrar
within five days after the delivery of a dead fetus. The | ocal
registrar transmts the certificate to the State Health
Departnment in accordance with UCA 26-2-19 (1995). The certificate
includes |local and state file nunbers, fetus' nane and sex,
delivery date and tine, delivery place, delivery location (city,
county), residence (state, county, city, location, address, zip
code), race, parent information, pregnancy history, cause of
deat h, attendant's nane and signature, disposition of fetus,
date, registrar's signature, and nedical and health information.
The State Health Departnment retains the official copy permanently
while | ocal health departnments retain their copies to respond to
| ocal requests.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 26-2-22 (1995).

(Approved 01/96)
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FOOD ESTABLI SHVENT APPLI CATI ON PERM T (I'tem 25-37)
This is an application used to obtain a pernmit to operate a food
establ i shnment. The formincludes date, business nane, address,
and tel ephone nunber; applicant's nanme, address, and tel ephone
nunber; business type; a statenment signed by applicant indicating
permt conditions; fee ambunt; permt nunber; name of person
approvi ng application, and the nane and address of property
owner .

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

FOOD HANDLERS PERM T APPLI CATI ON RECORDS (1tem 25-38)
These forms docunent the application and i ssuance of food
handl ers permts. They include applicant's name, address, and
t el ephone nunber, date, birth date, sex, physical description,
pl ace and address of enploynent site, whether permt previously
i ssued, and applicant signature.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)
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FOOD SERVI CE ESTABLI SHVENT | NSPECTI ON REPORTS (I'tem 25-39)
These are reports on inspections of food service establishnents
to ensure that proper nethods of food preparation and sanitation
are foll owed. These inspections are authorized under UCA
26-15-15-2(1), 26A-1-113, 26A-1-114(1)(g) (1995). These reports
i nclude the nane and address of the owner; name of the
establ i shnent; inspection purpose (followup, regular, etc); the
date by which identified violations nust be corrected;

i nspector's comments; and results of the inspection of food, food
protection, personnel, food equi pnent and utensils, water,
wast ewat er, plunbing, toilet and hand washing facilities, solid

wast e di sposal, insect/rodent/animl control, floors, walls, and
ceilings, lighting, ventilation, dressing roons, other
operations, living quarters/laundry; the rating score; and

i nspector's nane.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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FOOD SERVI CE PLAN REVI EW RECORDS (I'tem 25-40)
These review fornms docunent the |ocal health departnment's review
of food service plans prior to the opening of the establishnent.
This is part of the |local health departnments duties as set out in
UCA 26A-1-114(2)(a) (1995). The departnment reviews floor plans,
equi pnent schedul es, plunbing plan and schedul e, |ighting plan,
finish schedule (floors, walls, and ceiling), and equi pnent
detail s when necessary to determ ne whether food establishnents
nmeet general requirenents for bathroons, washing facilities,
pl unbi ng, cooki ng equi pnment, grease traps, |ighting, waste
di sposal, and other facilities prior to the opening of the
est abli shment. These fornms include the establishnent's nane,
address, mumiling address, and tel ephone nunber, reviewers nane,
date, a listing of any areas of concern, and conments.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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GAS LEAK EM SSI ONS CHECK REPORT (Item 25-41)
This is a nonthly formsubmtted by inspection stations reporting
that their em ssions inspection equi pment is operating properly.
It ensures the accuracy of the data collected by the station.
This formincludes the name, nunber, and address of the station;

t he anal yzer's brand name, nodel and serial nunber; the gas
brand; the propane equival ency factor; the test date; the person
perform ng the gas calibration and | eak check; the cylinder
pressure; the span gas concentration |levels; the calibration port
readi ngs; the readjustnent readings; the probe readings; the

per cent age di fference; whether the machi ne passed or failed the
check; and a record of any unusual occurrences during the nonth
(anal yzer inoperable, naintenance perforned, etc.). This formwas
di scontinued July 1, 1991.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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HOTELS, MOTELS, RESORTS, AND LABOR CAMPS | NSPECTI ON REPCRT (Item 25-42)
This state report form docunments health i nspections of al
hotels, notels, resorts, and | abor canps. Any deficiencies
di scovered in the inspection nust be corrected before next
routine inspection or a specified period or facility could be
closed until work is conpleted. The report formincl udes
establishnent's nane, establishnment type, city, county, | odging
unit nunbers, secondary water source, on-site sewage di sposal
type, owner's nanme and address, health district, |essee's nane
and address, inspection type (routine, conplaint, construction
i nspection, request, followup inspection, pre-opening
i nspection, survey, and other), and results of inspection
concerni ng water supply, wastewater disposal, service buildings
or restroomfacilities, housing, laundry facilities, sw mmng or
wadi ng facilities, solid waste, and specific remarks, date, and
signatures of the owner or representative and sanitari an.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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HUVAN | MMUNCDEFI Cl ENCY VI RUS (HI V) CASE FI LES (Item 25-43)
These files contain nmedical and epi dem ol ogi cal information on
patients, suspects and contacts for future research and di sease
intervention strategies. As stated in the U ah Code of
Communi cabl e Di sease Rules, the reports are intended to enable
the Departnent of Health to protect the public health, and
prevent and control conmuni cabl e di sease. I nformation includes
patient's nanme, tel ephone nunber and address; physician's nane
and tel ephone nunber; the hospital; nedical record nunber; nane
and phone nunber of the person conpleting form date form
conpl eted; status report (new case or update); and the reporting
heal th departnment. The State Bureau of H V/ AIDS Prevention and
Control maintains the record copy of positive case files
per manent|y.

RETENTI ON
Retain for 4 years after case is closed, providing records
for mnors are retained until they reach the age of 21 and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 26-6-20.5 (1995), 26-25a-101 (1995).

(Approved 12/92)

HUVAN | MMUNCDEFI Cl ENCY VI RUS (HI V) CONTROL PROGRAM FI LES (Item 25-44)
This is a record of incom ng and outgoi ng correspondence rel ated
to the operations of the AIDS Control Program | ncludes nedical,
di sease control and patient information regarding Al DS and HV;
narratives; summary data reports; grants information, finance,
policies, procedures, rules, regulations, ordinances; and other
general program operational files. The State Bureau of H V/ Al DS
Prevention and Control maintain the record copy of these records
which are transferred to the State Archives after they have been
super seded.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)
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| MMUNI ZATI ON CARDS (I'tem 25-45)
These cards docunent imuni zations given by the |local health
departnent. They include nane, birthdate, sex, address, phone
nunber, type of imunizations, series, date given, and date
booster given. Some cards al so include the signature of the
parent. In 1991, the card was replaced with the inmunization
record and signature card. The new card records simlar
information, but also serves as the inmunization informed consent
card.

RETENTI ON
Retain for 10 years after date of |ast imrunization,
provi ded client has reached the age of 21 and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/92)

I MMUNI ZATI ON | NFORMED CONSENT CARDS (I'tem 25-46)
These are fornms filled out by parents before their children
receive inmuni zati on for neasles, munps, rubella, polio,

di pht heria, tetanus, and pertussis. Consent is secured to help
protect the |ocal department against suit for failure to obtain
i nformed consent under UCA 78-14-5 (1995). These forns include
the patient's nane, address, age, and date of birth; the
signature of the consenting adult; and a printed description of
t he benefits and risks of the vaccine.

RETENTI ON
Retain for 7 years after last visit, provided client has
reached the age of 21 and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/92)
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| MMUNI ZATI ON PERSONAL EXEMPTI ON RECORD (Item 25-47)
This is a statewi de form provided by the State Heal th Depart nment
to all local health departnents. It is used by parents to claima

personal exenption based on a personal belief opposed to

i mruni zation in accordance with UCA 53A-11-302.5 (1995). This
form must be conpleted annually to receive continued recognition
of the personal exenption. It includes a statenent claimng
exenption frominmuni zati on, parent or guardian's nane and
signature, address, date, nanme of child/student exenpted, date,
school or child care facility's nane, witness's signature, title,
and date.

RETENTI ON
Retain until student reaches age of 21 and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

| NDI VI DUAL SEWAGE DI SPOSAL SYSTEM RECORDS (I'tem 25-48)
These files docunent the approval by the departnment for the
construction of individual sewage treatnent equi pnent, as
aut hori zed by UCA 26A-1-115(2) (1995). This formincludes the
property address, owner or nortgagor nane, contractor's nane,
final inspection date, nunber of bedroons, subdivision where
property is located, |ot nunber, whether the property has a
basenent, seepage rate, water supply type and source, water
source description, a description of the septic tank (capacity,
di mensi ons, access, etc.), seepage pit description, distribution
box description, disposal field description, whether the
construction is approved or not, and inspector's nane.

RETENTI ON
Retain until the systemis updated or no | onger in use and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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| NDI VI DUAL TANNI NG OPERATOR CERTI FI CATE APPLI CATI ON (I'tem 25-49)
This is an application formconpleted to obtain certification as
a tanning operator. It includes date, applicant's nane, address,
soci al security nunber, telephone nunber, and description;
application date; fees paid; certificate nunber, indication
whet her test taken and passed; issue date; and additional
i nformati on.

RETENTI ON
Retain for 3 years after expiration of certificate and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Private.
(Approved 12/92)
| NFANT DEVELOPMENT PROGRAM (| DP) CASE FI LES (I'tem 25-51)

These case files docunent the participation of children in the
federal Handi capped Children's Early Education Program under 34
CFR 309 and 315 (1992). This programdeals with children from
birth to age three. The files include the perm ssion to eval uate
form referral/intake form health assessnent, devel opnent al
tests, feeding behaviors assessnment form reflex maturation
assessnent, home visit report, individual famly service plan,
medi cal records, patient release forns, famly identification

record, IDP roll book, and information sheets, and access to
records form

RETENTI ON
Retain until child reaches the age of 21 and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)
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| NSPECTI ON CERTI FI CATE PURCHASE APPLI CATI ON (I'tem 25-52)
This is an application submtted by an inspection station owner
to purchase inspection certificates fromthe | ocal health
departnent of inspection as required by UCA 41-6-163.6(6) (1995).
The application includes the name, station nunber, and tel ephone
nunber of the inspection station; nanmes of the owner, nmanager,
and purchaser; purchaser's association with the station;
purchaser's address and tel ephone nunber; nunber of conpliance
certificates requested; a record of the confirmation of the
order; anount of noney received; and the nunber of certificates
i ssued.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

| NSPECTI ON MAI NTENANCE AND AUDI T REPORT (I'tem 25-53)
This report records departnment inspections of vehicle em ssion
i nspection stations to ensure that proper equipnment is used and
standard procedures followed. This report includes the station's
name, permt nunber, analyzer nunber, station's address,
i nspection date, check list, inspection results noting any
vi ol ations, and inspector's signature.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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| NSPECTI ON/ MAI NTENANCE CERTI FI CATI ON/ RECERTI FI CATI ON EXAM NATI ON (It em 25-54)

RECORDS
These files docunent the exam nation of individuals who wish to
becone certified em ssions nechani cs. These forns include the
nane of the mechanic, certification nunber, business nane and
address where the nechanic works, date that the em ssions course
was conpl eted, whether this is a recertification, nanme of the
instructor of the em ssions course, final test score, the results
of specific test itens, and the signature of the auditor.

RETENTI ON
Retain for 1 year after the certification is termnated or
expi red and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/92)

| NSPECTI ON MAI NTENANCE FI LES (Item 25-55)
These are the results of the inspection of each vehicle submtted
by the inspection stations to the departnent. This is used to
report the test results of the programto report to the
Envi ronnental Protection Agency (EPA). These report forns include
t he vehicle inspection nunber, engine size and nodel; owner's
nanme and address; vehicle nmake; license plate nunber; nodel year;
test date; station nunber; mechanic nunber; inspection cost; test
results for tanpering, first test em ssions |level and final test
em ssions |level; certificate nunber issued; em ssion repairs
costs; and certified em ssions nmechanic's signature. These forns
were discontined July 1, 1991.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

Ut ah County CGeneral Records Retention Schedul e 1996 300



SCHEDULE 25
LOCAL HEALTH RECORDS

| NDOOR CLEAN Al R ACT COWVPLAI NTS (I'tem 25-50)
These forms record conplaints received for individual's snoking
in public buildings. They include date and tine; nane, sex,
address, birthdate, location of conplainant; violator's nane and
signature; and violator's nane.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

LABORATORY TEST RESULTS (1'tem 25-56)
This record is used to assist in the collection of |ab test
results and to conplete patient nedical records and verifications
of diagnoses. As stated in the U ah Code of Conmuni cabl e D sease
Rul es, the Department of Health collects this information in
order to protect the public health and protect and control
di sease. Includes reports such as Request for Serologic Test for
Syphilis, Request for Culture of Enteric Bacterial Pathogens,
Request for Referred Culture Identification, Report of Antibiotic
Sensitivity, Request for Agglutinations and Special Serologic
Tests, Request for M scellaneous Cultures, Request for Rabies
Exam nati on, Request for Slide Exam nation, and Request for
Mycobact eri a Exam nation. The State Bureau of Epi dem ol ogy
retains the record for five years and then destroys.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 26- 25a- 101 (1995).

(Approved 12/92)
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LI CENSED/ UNLI CENSED DAY CARE FACI LI TIES, GROUP HOVES, AND JAILS (Iltem 25-57)

| NSPECTI ON REPO
These report formnms document inspections of |icensed/unlicensed
day care facilities, group hones, and jails. These inspections
are part of the local health departnments duties as specified in
UCA 26A-1-114 (1)(g) (1995). These fornms include facility's name
and address, operator's nane, facility type, indications whether
i nspection identified any deficiencies in facility's structure,
bat hr oons, safety, plunbing, outside facilities, food service,
verm n control, housekeepi ng and general cleanliness, managers
signature and tel ephone nunber, environnmental health specialist's
signature and date, and an indication whether inspection
approved, condi tionally approved, or denied the continued
operation of facility. Any identified deficiencies are required
to be conpleted within thirty days or facility could be cl osed
for nonconpli ance.

RETENTI ON
Retain for 6 years or until all ligation settled and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

VEDI CAlI D NOTI FI CATI ON REPORTS (I'tem 25-58)
This report lists all individuals or famlies in the county on
medi caid including high risk individuals. It is used to ensure
that all individuals eligible to enroll in Medicaid prograns are

notified and to determne individual eligibility. The report

i ncl udes case nunber, recipient name, address, telephone nunber,
and identification nunber, birth date, whether they have seen a
doctor or dentist, date of eligibility, and nother's nane.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/92)

Ut ah County CGeneral Records Retention Schedul e 1996 302



SCHEDULE 25
LOCAL HEALTH RECORDS

MONTHLY PROGRAM REPORTS (I'tem 25-65)
These are nonthly reports on various prograns adm ni stered by the
| ocal health departnment. They are prepared by | ocal health
departnents on bl ood pressure, cancer, and chol esterol
screenings; child health evaluation care; inmgration;

i mruni zations; infant devel opnent; prenatal; refugee and
tubercul osis progranms. They are used for nmanagenent purposes and
to prepare a quarterly report. They include the nane of the

enpl oyee and the |ocal health departnent, nonth, the nunber of
initial and foll ow up cases, services provided, nunber of
referrals made, and the nunber of screenings and foll ow up
letters sent.

RETENTI ON
Retain until quarterly report is conpleted and the
information verified and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

MORBI DI TY DATA SUMVARY REPORTS (I'tem 25-66)
These are norbidity statistics for all reportabl e di seases and
di seases of public health inportance. As stated in the Utah Code
of Communi cabl e D sease Rules, the Departnent of Health collects
this information in order to pronote the public health and to
prevent and control disease. They are used for federal, state,
and | ocal agencies, the general public, and for the functioning
and managenent of the Bureau. Statistics provide information by
year, county, nonth, and show distribution by age and sex. The
State Bureau of Epidem ology retains the record copy of these
records permanently.

RETENTI ON
Retain until adm nistrative need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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MOBI LE HOVE PARKS, RECREATI ONAL PARKS, AND ROADWAY REST STOP (1'tem 25-59)
| NSPECTI ON REPORTS
These report forms docunent the health departnent inspections of
nmobi | e hone parks, recreational vehicle parks, and roadway rest
stops. Al deficiencies discovered nmust be corrected by the next
routine inspection or a specified tinme period or facilities could
be cl osed for nonconpliance (UCA 26A-1-114 (1995)). The report
formincludes name of park or rest stop, city, county, health
departnment, nunber of spaces occupi ed (independent, dependent,
sel f-contai ned), secondary water source, on-site sewage di sposal
site, owner's/operator's nane and address, type of inspection
(routine, conplaint, construction inspection, request, followup,
pre-openi ng, survey, other), inspection results concerning water
supply, wastewater disposal, service buildings, swinmmng and
wadi ng facilities, and solid waste di sposal, any specific
remar ks, date, owner's or representative's signature, and
sanitarian's signature.

RETENTI ON
Retain for 3 years and then destroy; provided any pending
claimor litigation has been resol ved.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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MONTHLY CEMETERY DEATH REPORT (1'tem 25-60)
This three-part report formlists all internents and is prepared
monthly by all cenmeteries in the state and submtted to their
| ocal health departnent as required by UCA 26-2-18(3) (1995). The
information is used by the departnent to verify that all death
certificates are being received. The original is retained by the
| ocal health departnent, the first copy is submtted to the State
Heal t h Departnent and the second copy is retained by the
cenetery. The formincludes the nonth and year, nane and | ocation
of the cenetery, death date, deceased's nane and age, the county
where death occurred, and the nanme of the funeral home or funeral
director.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

MONTHLY FUNERAL DI RECTOR S DEATH REPORT (I'tem 25-61)
This three-part nonthly report is submtted by funeral directors
for each casket furnished and for funerals performed where no
casket was furnished as required by UCA 26-2-16(3) (1995). It is
used to ensure that all death certificates are filed. The
original is maintained by the |local health departnent while the
first copy is submtted to the State Health Departnent and the
second copy is retained by the submtting funeral director. The
i nformation includes the nonth of the report, name and | ocation
of the funeral honme, and a |list of deaths for the period giving
for each the date of death, nane of the deceased, age of the
deceased, nane of the nedical attendant, and the county where
deat h occurr ed.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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MONTHLY HOSPI TAL Bl RTH REPORT (Item 25-62)
This three-part formis submtted by hospitals reporting live
births that occurred during the nmonth. It is used to ensure that
all birth certificates were received as required by UCA 26-2-5
(1995). The original is maintained by the | ocal health departnent
while the first copy is submtted to the State Heal th Depart nent
and the second copy is retained by the reporting hospital. The
formincludes the nonth of the report, hospital's nane, and a
list of births giving the date of birth, the parent's nanes, the
child s sex, and the nane of the nedical attendant.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

MONTHLY HOSPI TAL DEATH REPORTS (I'tem 25-63)
This three-part formis submtted nonthly by all hospitals
reporting all deaths, fetal deaths, or abortions that occurred
during the nonth. It is required by UCA 26-2-23(3) (1995) and is
used to ensure that all death certificates are filed. The
original is nmaintained by the ocal health department with the
first copy being submtted to the State Health Departnent and the
second copy is retained by the submtting hospital. The form
i ncl udes the nonth being reported, hospital's name and | ocati on,
a list of deaths giving the date of death, the nane and age of
t he deceased, the nane of the nedical attendant, and the nane of
the funeral home or funeral director.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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MONTHLY NURSI NG HOVE DEATH REPORT (Item 25-64)
This three-part report formis subnmtted by nursing hones
reporting deaths that occurred during the previous nonth. This
report is required by UCA 26-2-23(3) (1995). It is used to
det erm ne whether certificates have been received for all deaths
and to create state reports. The original record is kept by the
| ocal health departnent while the first copy is submtted to the
State Health Departnment and the second copy is kept by the
nursi ng home. The information includes the nonth of the report,
the nursing hone's nane, death date, deceased' s nane, the age at
deat h, nmedical attendant's nane, and the nane of the funeral home
or funeral director.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

OFFI Cl AL VEHI CLE EM SSI ONS | NSPECTI ON/ MAI NTENANCE STATION PERM T (Item 25-67)
FI LES
These files docunent the issuing of permits to inspection
stations to conduct em ssions inspections on notor vehicles. This
activity is required by 42 USCA 7410(2) (G and UCA
41-6-163.6 (1995). These files include a copy of the permt and
the permt application. The application includes the nane,
address, and busi ness tel ephone nunbers; business owner and the
property owner if different; nane of the business manager or
responsi bl e i ndividual; application approval date; date the
permt was issued and permt nunber; fee anopunt; and permt's
expirati on date.

RETENTI ON
Retain for 1 year after the permt has expired or has been
term nated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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PRENATAL HEALTH CASE FI LES (I'tem 25-68)
These are case files for wonmen who are eligible for the prenatal
(PEPI') program This programis for |ow incone pregnant wonen who
were presuned eligible for nedicaid or who are on nedi caid. The
| ocal health departnment perfornms an initial interviewto
determ ne the woman's eligibility. Once the woman is determ ned
eligible she is assigned to a regi stered nurse who then contacts
the client every nonth and perfornms home visits. Each of these
conponents are docunented in each client's chart. The client is
mai ntained in the programfor two nonths after the pregnancy
ends. The case file includes prenatal care coordination tracking
record form nursing notes, prenatal initiative form Utah
Perinatal record system (UPRS), identification card, health
i nsurance claimform and release of information form These case
files may al so be called "Baby Your Baby case files."

RETENTI ON
Retain for 7 years after last visit and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/92)

PRI VATE VELLS RECORDS (I'tem 25-69)
These records docunent the approval of the departnent for the
construction and use of private wells, as authorized by UCA
26A-1-114(1) (1995). The State Heal th Departnment maintains the
listing of all private wells and retains record copy of state
approval s. These records include the property address, owner
name, contractor's nane, final inspection date, subdivision where
property is |located, water supply type, source, and description,
whet her construction approved or not, results of water quality
tests, and inspector's nane.

RETENTI ON
Retain until well is no |onger in use and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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PRQIECT PRI DE CASE FI LES (I'tem 25-70)
These case files docunent participation of referred children from
ki ndergarten through the third grade to a special grant program
provided to | ocal health departnents in conjunction with schoo
districts under the supervision of the State Council for Children
and Youth at Risk as provided by UCA 63-75-4 (1995). It is
designed to identify children, regardless of famly incone, at
risk as potential school dropouts, and to provide them
assistance. The children will be studied until they graduate from
hi gh school or turn eighteen. These case files include testing
resul ts, denographics, information concerning parents' nedica
and education history, nurses notes, dental referral forns,
vision referral forns, physical and psychol ogical testing forns.

RETENTI ON
Retain until child reaches age of 18 or graduates from hi gh
school and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Contr ol | ed: psychol ogi cal testing records

(Approved 12/92)
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QUARTERLY DENTAL HEALTH REPORTS (Item 25-71)
These are reports subnitted to the State Bureau of Dental Health
on district activities in the field of dental health. They are
used in preparation of an annual report to be submtted to the
Associ ation of State and Territorial Health Oficials. The
associ ation then publishes a national annual report. These
reports include the district nane, the report date, the
director's nanme, the nunber and type of prograns for education
and prevention held and the nunber of persons attending, the
nunber of areas fluoridating water, the names of comunities
fluoridating water and the nunber of people served, and the
nunber of dentists assisted in placenent. The Bureau of Dental
Heal th maintains the record copy of these reports for two years.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

QUARTERLY REPORTS (Item 25-72)
These are quarterly reports on various prograns adm ni stered by
the |l ocal health departnents including blood pressure, cancer,
and chol esterol screenings; inmmgration; child health eval uation
care; inmmuni zation; infant devel opnent; prenatal; refugee; and
t ubercul osi s prograns. They are used for managenent purposes and
to provide statistical information about operated prograns. These
reports include enployee's nane, |ocal health departnent nane,
nunber of hours worked, job title, date nunmber of clients seen,
services provided, and referrals made.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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REFUGEE CLI ENT CHART FI LES (I'tem 25-74)
These files docunment required health assessnent of refugees. The
original files are retained by the |local health Departnent with
sone information being sent to the State Health Departnent. The
files include test results, patient questionnaire, chest x-ray

report as needed, nurses notes, nedication form and conpleted
physi cal form

RETENTI ON
Retain for 7 years after case closed and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/92)
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RECREATI ONAL CAMPS AND TEMPORARY MASS GATHERI NG | NSPECTI ON (Item 25-73)

REPORTS
These report forms docunment the inspection of recreational canps
and tenporary mass gatherings. The formincludes the
identification nunber, facility type, day use area, indication
whet her canp is nodern, sen -devel oped, sem -primtive and if
canp is operated by federal, state, county, city governnents,
church, youth, private, or other; facility nane, canp's maxi num
capacity, nunber of dependent/independent/self-contained spaces,
nunber of cabins or shelters used for sleeping purposes;
secondary water source and whether it is for outside use; whether
canp is on a sanpling schedule; whether a water sanple was taken
at tinme of inspection; on-site sewage di sposal type; whether food
service inspection made and inspection report attached; whether a
person is trained to render first-aid; owner's or operator's
name; |ocal health departnent's nanme; whether a permt is needed;
for operations; inspection type (e.g., routine, conplaint),
report of inspection on site, water supply, waste water disposal,
servi ce buildings, housing, swmmng or wading facilities, solid
waste, and first aid facilities; any applicable remarks; date;
operator's or representative's signature, and signature of
sanitarian. Al deficiencies nust be corrected before next
i nspection or specified period or facility could be closed for
nonconpl i ance (UCA 26A-1-114(1)(g) (1995)).

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCAVANGER/ SALVAGE PERM TS (I'tem 25-75)
These files docunment the issuance of permts under the authority
of UCA 26A-1-114(1)(a) (1995) allowi ng the hol der to engage in
t he busi ness of enptying, or cleaning any vault, privy, septic
tank, cesspool, or grease trap, autonobile sal vage, by-product
di sposal, and recycling. These permts include permt holder's
name, the business nane, the permt holder's honme and busi ness
addresses, the date issued, expiration date, the property owner's
name, business type, application's approval date and the permt
nunber .

RETENTI ON
Retain for 2 years after the permt expires or has been
term nated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

SCHOOL BUI LDI NG | NSPECTI ON RECORDS (Item 25-76)
These files docunment the inspections conducted by the | ocal
heal th agency to ensure that the school buildings and prem ses
are safe for use by the students and school personnel. This is
part of the | ocal health agencies duties as set out in UCA
26A-1-114(3) (1995). These inspection forns include school
district's name, school type, school's nanme, enroll nent
statistics, nunber of class and work roons, inspection date,
i nspector's nanme, inspector's remarks, and the results of the
i nspection of the grounds, school roonms, floors, walls, ceilings,
chal kboards, heating, ventilation, lighting, seating, water
supply, hand washing facilities, toilet facilities, |ocker
facilities, shower roons, and waste di sposal.

RETENTI ON
Retain for 6 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHOOL STUDENTS | MVUNI ZATI ON ASSESSMENT ANNUAL REPORT (Item 25-77)
These forms docunment surveys taken by schools or |ocal health
departnents of children entering kindergarten and child care to
determ ne i mmuni zation status. Copies of the forns are sent to
the State Departnment of Health. The forns include nane of
facility and responsible party, nunber enrolled in kindergarten
or day care, nunber of children with inmunization cards or
records turned in to the school, nunmber of children with no
record, nunber of children adequately inmmunized, nunber of
exenptions (nedical, religious, personal), and total nunber of
exenptions. These records are also called Preschool inmunization
survey sheets.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

SEXUALLY TRANSM TTED DI SEASE CASE FI LES (I'tem 25-78)
These files are used in maintaining and | ocating nedi cal
information, and in the follow up of suspected individuals, cases
and contacts with Sexually transmtted di seases (STD) and for
controlling the spread of STDs. As stated in the U ah Code of
Communi cabl e Di sease Rules, the Departnent of Health is required
to maintain this information in order to pronote the public
health and to prevent and control the spread of disease. The
files include | aboratory test cards, interstate transm ssion
control identification fornms, gonorrhea epidem ol ogic control
records, infectious syphilis epidemologic control records,
original interview information, reinterview record and cluster
i nterview records.

RETENTI ON
Retain for 4 years after case is closed, providing records
for mnors are retained until they reach the age of 21 and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 26- 25a- 101 (1995).

(Approved 12/92)
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SEXUALLY TRANSM TTED DI SEASE PROGRAM FI LES (I'tem 25-79)
This is a record of incom ng and out goi ng correspondence rel ated
to the Sexually Transmitted Di sease (STD) Control Program
I ncl udes financial, nedical, disease control and patient
information regarding sexually transm tted di seases; policies,
procedures, rules, regulations, and ordi nances; summary data of
STDs by nonth, quarter and year; and other general program
operational files. The State Bureau of Epi dem ol ogy mai ntains the
record copy of these records.

RETENTI ON
Retain until updated or superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

SUBDI VI SI ON PLATS (I'tem 25-80)
These are copies of plats prepared by real estate devel opers
showi ng the | ayout of lots in a subdivision. The departnment
reviews these plats to ensure that proper sanitary facilities for
the lots are included in the plan. The plats include surveyor's
name, boundary descri ption, subdivision nane, date of acceptance
by the | egislative body, the date and terns of approval by the
| ocal health departnent, and planning conm ssion's approval date.

RETENTI ON

Retain for 1 year or until adm nistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SUDDEN | NFANT DEATH SYNDROMVE (SIDS) CASE FI LES (I'tem 25-81)
This is part of a federally funded project to research the cause
of Sudden Infant Death Syndrome (SIDS). This programis funded
under 42 USCA 300c-12 (1991). These records investigate the
fam |y background and response to SIDS. The file includes SIDS
case information, Nurse Referral Form and notice from Medi ca
Exam ner's O fice. Information includes the infant's nane and
birth date; the date and tine found dead; the place of death; the
infant's nedical history; the maternal and gestation history;
record of other SIDS cases in the famly; socioeconom ¢ and
envi ronnmental data; the parents' nanes, address, dates of birth,
religion, educational |evel, and occupation; the parents' and
siblings reactions; the dates of visits; and nurse or counselor's
nane.

RETENTI ON
Retain for 3 years after the case is closed and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 12/92)

SW MM NG POOL BACTERI Od CAL ANALYSES RESULTS (Item 25-82)
These are test results for the inspection of public sw mm ng
pools to ensure that they conply with the requirenents of UCA
26-15-2(2) (1995). These results include the county nane, water
supply source, the date the sanple was collected, the |ab nunber
where tested, the individual name collecting the sanple, and the
test results.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

Ut ah County CGeneral Records Retention Schedul e 1996 316



SCHEDULE 25
LOCAL HEALTH RECORDS

SW MM NG POOL | NSPECTI ON REPORT (1tem 25-83)
This is a report on the inspection of public swi mmng pools as
required by UCA 26A-1-114(1) and 26-15-2 (1995). This report form
i ncl udes the pool nane, pool address, owner's nanme, operator's
nanme, the date and tinme of the inspection, the nunber of bathers
during the inspection, inspector's name, and inspection results.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

SW MM NG POOL PERM TS (Item 25-84)
These files docunent the issuance of permts by the health
departnent to operate public sw mm ng pools. The permts include
the permt holder's nanme, the business nane, the permt holder's
home and busi ness addresses, date issued, expiration date,
property owner's name, type of business, date application
approved, and permt nunber.

RETENTI ON
Retain for 2 years after the permt expires or has been
term nated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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TANNI NG ESTABLI SHVENT | NSPECTI ON RECORDS (I'tem 25-85)
These forms docunment inspections of tanning facilities. They
i ncl ude owner's nane, establishnment's nane and address, any
comments, indications on facilities physical features, operation,
cl eani ng and mai ntenance, certifications, advertising, any
additional requirenents, and inspector's signature.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

TANNI NG ESTABLI SHVENT PERM T APPLI CATI ON (I'tem 25-86)
This is an application formused to obtain a permt to operate a
tanni ng establishnent. The formincl udes date, business nane,
address, and tel ephone nunber; applicant's nane, address, and
t el ephone nunber; business type; a statenent signed by applicant
indicating permt conditions; fee anmount; permt nunber; name of

person approving application, and name and address of property
owner .

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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TUBERCULCSI S CLI ENT CHART FI LES (Item 25-87)
These case files docunent services provided to clients being
treated for active diseases or for a positive tuberculin test
reaction. The original files are retained at |ocal health
departrment, with certain information being sent to the State
Heal th Departnment. The files include a questionnaire, test
results, chest x-rays report as needed, information consent
forms, medication sheet, and nursing notes.

RETENTI ON
Retain for 7 years after case closed and then destroy,
provi ded patient has reached the age of 21.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)

UNDERGROUND CLOSURE/ | NSTALLATI ON PERM T APPLI CATI ON (I'tem 25-88)
This is an application formused to obtain a permt to either
close or install an underground storage tank. The form i ncl udes
t he date, owner's nane, address, and tel ephone nunber;
contractor's nane, address, and tel ephone nunber; |ocation of
under ground storage tank, name/ busi ness and address; indication
whet her application is for the installation or closure of
under ground storage tank(s) |isting nunber of tanks, whether fee
has been paid, and if for closure whether a state approved
closure plan was noted or if for installation whether
installation plans approved prior to permt issuance; anount of
fee paid; permt nunber; approval signature, applicant's nane and
signature; and closure/installation date.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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VAPOR RECOVERY VI OLATI ON NOTI CES (I'tem 25-89)
These notices are given to tanker truck drivers who have vented
gas vapors whil e discharging gas. Environnmental |aws require
tanker trucks' hoses to force vapors back into the truck while
di schargi ng gasoline. The notices include date and tine of
viol ati on; name, sex, address, and birthdate of violator;
| ocation of violation; explanation of of violation; and officer's
si gnat ur e.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

VEHI CLES OPERATI NG EXCLUSI VELY QUT- OF- STATE OANERSHI P AFFI DAVI TS (I tem 25-90)
These affidavits are prepared by owners of notor vehicles that
indicate they will not be operating their vehicles in the state
of Utah. As the purpose of em ssions testing is to inprove the
air quality in Uah, a citizen taking a vehicle out of the state
is not required to pay for the em ssion tests. This form provides
this citizen exenption, yet enables |ocal health agencies to
followup to ensure that the vehicle is tested when it is
returned to the state. This affidavit includes the owner's nane,

t el ephone nunber, and address; the vehicle nake; the license
nunber; vehicle's serial nunber; nodel year; and the anticipated
date of return

RETENTI ON
Retain until certificate of conpliance is received fromthe
vehi cl e owner or 18 nonths, whichever conmes first and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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VI TAL STATI STI CS AMENDMVENT AFFI DAVI T (I'tem 25-91)
This is a state formused to amend a birth, death, or fetal death
certificate. This conpleted formis sent to the State Health
Departnment and after its final approval it beconmes part of the
original state record and a copy is returned to the local health
departnment. The formincludes |ocal certificate nunber
i ndi cation whether birth, death, or fetal death certificate,
state certificate nunber, nanme, sex, event date and place, nanes
of father and nother, facts on original records and facts as they
shoul d have been stated at time of occurrence, and notarized
signatures of two w tnesses.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : UCA 26-2-22 (1995).

(Approved 12/92)

WATER BACTERI OLOd CAL ANALYSES RESULTS (I'tem 25-93)
These are the results of tests of water sources such as wells to
ensure that the water neets all health standards. These tests are
aut hori zed by UCA 26A-1-114(2)(d) (1995). These test results
i ncl ude county nane, water supply source, the date sanple was
coll ected, | ab nunber where tested, individual's nanme collecting
the sanple, and the test results.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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WASTE TI RE PERM T APPLI CATI ON (I'tem 25-92)
This is an application used to obtain a pernit to operate a waste
tire business. The formincludes date, business nane, address,
and tel ephone nunber; applicant's nanme, address, and tel ephone
nunber; business type; a statenment signed by applicant indicating
permt conditions; fee ambunt; permt nunber; name of person
approvi ng application, and nane and address of property owner.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

WOMEN, | NFANTS, AND CHI LDREN (W C) CHI LDREN S PARTI CI PANT FILES (ltem 25-96)
These files docunent the participation of children in the Wnen,
Infants, and Children (WC) Program The purpose of the program
is to provide supplenental foods and nutrition education to | ow
income famlies in accordance with the provisions of 7 CFR
246 (1993). This programis open to children between the ages of
one and five. These files include the nutritional education
record, lost or stolen WC Voucher/ID Card Report, WC
certification form nutrition care plan, nutrition education
information, WC participant responsibilities agreenent,

t urnaround change order, famly enrollment form growth charts,
infant/child medical history, nutrition history, and
correspondence.

RETENTI ON
Retain until child reaches the age of 10 years (Utah
Adm ni strative Code, R406-100-7 (1995) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 12/92)
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WOMEN, | NFANTS, AND CHI LDREN (W C) WOMEN PARTI Cl PANT FI LES (Item 25-97)
These files docunent the participation of wonmen in the Wnen,
Infant, and Children (WC) Program The purpose of the programis
to provide supplenental foods and nutrition education to | ow
income famlies, in accordance with the provisions of 7 CFR
246 (1993). This programis open to pregnant, postpartum and
breast-feedi ng wonen. These files include the nutrition history,
notification of eligibility, famly enrollnent forns, turnabout
change order, nutrition education information, nutrition
educati on attendance record, nutrition care plan, pregnancy
hi story, WC certification form and the WC partici pant
responsibilities agreenent.

RETENTI ON

Retain for 4 years following the end of the fiscal year of
the client's termnation fromthe program (Ut ah
Adm ni strative Code, R406-100-7 (1995)) and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 01/96)

WOMEN, | NFANT, AND CHI LDREN (W C) PROGRAM FI NANCI AL RECORDS (I'tem 25-94)
These records docunent the expenditure of nonies for projects
funded under the WC program These records include receipts,
check registers, and a variety of financial reports.

RETENTI ON
Retain for 3 years after subm ssion of annual or final
expenditure report (7 CFR 246.25(a)(2) (1993)) and then
destroy; provided any pending claimor litigation has been
resol ved

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: names, address, telephone nunbers, and
expenditures to individual client's

(Approved 12/92)
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WOVEN, | NFANT, AND CHI LDREN (W C) PROGRAM OPERATI ONAL RECORDS (I'tem 25-95)
These records docunent the operations of |ocal WC prograns.
These records include a variety of prelimnary reports (nonthly,
activity, sunmary reports) and rel ated correspondence.

RETENTI ON
Retain for 3 years after subm ssion of annual or fina
expenditure report (7 CFR 246.25(a)(2) (1993)) and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 12/92)
WORK EDUCATI ON AND TRAI NI NG PROGRAM ( VEAT) CASE FI LES (I'tem 25-98)

These case files docunent participation in the Wrk Education and
Training (WEAT) program This programis for wonen on welfare. It
is designed to help participants beconme self-sufficient through
the work experience and training they receive at their work site.
Partici pants receive between six to twelve nonths training and
wor k experience in the public sector and are paid m ni nrum wage.
The case files include an interview sheet, tine sheet, and
partici pant eval uation forns.

RETENTI ON
Retain for 1 year after client |eaves program and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301(1)(b) (1995)

(Approved 12/92)
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AERI AL SPRAY REPORTS (Item 26-1)
These reports docunent the acreage sprayed by air, the anmount of
chem cal used to spray, and the cost of air tine and materials
used. This report includes pounds used per acre, date and tine,
area maps, plane rate, pilot, application cost, total cost,

i nvoi ce nunber, and operator.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)

Bl TE COUNT REPORTS (ltem 26-2)
These are reports used by the field director to determne if
nosquitoes in a specific area are creating a problemfor the
public. This report includes date, tinme, area, species and
nunber, total count, hour of the day, tenperature, w nd
condition, and collector.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)

BLACK FLY STATI STI CAL RECORDS (Item 26-3)
These records are used to verify the occurrence of respective
bl ack fly species as collected in the |arvae stage by field
techni ci ans. They include collection date, collection |ocations,
and devel opnental state of the black fly at each collection
poi nt .

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)
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ENCEPHALI TI S SURVEI LLANCE REPORTS (ltem 26-4)
These are bl ood sanples and test reports submitted to the State
Heal th Departnment to verify the occurrence of encephalitis in
certain areas of the state. Chickens are raised in certain areas
of each county and blood is drawn periodically fromthese birds.
These test are conducted by the nbsquito abatenent departnents
and sent to the state health departnment for verification. This
report includes test type, flock, draw nunber, draw date, report
date, and bird nunber.

RETENTI ON
Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)

FI ELD TECHNI Cl ANS DAI LY REPORTS (I'tem 26-5)
These are reports on nosquito breeding sources and daily work
performed by the field technician. These reports include copies
of topographic maps and other data collected by field
t echni ci ans.

RETENTI ON
Retain for 2 years and then destroy (U ah Administrative
Code, R68-7-8(B)(4)(e) (1993).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)
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FI ELD/ OPERATI ONAL DATA MAPS (I'tem 26-6)
These maps show nosquito breedi ng sources. They are used for
reference and to determne |locations for field technicians. The
maps are duplicate copies of specific mapped areas of the county.
These maps are updated yearly. They includes nmaps show ng marked
areas depicting all known nosquito breeding sources within the
geogr aphi c areas.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)

FI SH REQUEST AND PLANTI NG RECORDS (ltem 26-7)
These records are used to docunent the planting of fish or
nmosquito fish each year, and to determine if replanting is
necessary. Fish are planted in small or ornanental ponds around
the district to consune the nosquito larva. These records include
date, area, address and tel ephone nunber of person requesting
fish, size of pond, condition, nunber of fish planted, hour of
day, and operator.

RETENTI ON
Retain for 2 years and then destroy (U ah Administrative
Code, R68-7-8(B)(4)(e) (1993).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)
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GRASSHOPPER STATI STI CAL RECORDS (1tem 26-8)
These records are used to verify the popul ati on of grasshoppers
at a specific location. If |arge nunbers of grasshoppers are
found when the test is nade, the district will spray. These
records includes inspection data, |ocation information,
devel opnment stage of the grasshoppers, amount and type of spray
used in the area.

RETENTI ON

Retain for 2 years and then destroy (Utah Adm nistrative
Code, R68-7-8(B)(4)(e) (1993).

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 01/96)
HAZARDOUS WASTE DI SPOSAL REPORTS (1tem 26-9)
These reports docunent the disposal of enpty chem cal containers
at the county landfill. These reports includes the Environnental

Protection Agency identification nunbers, nane, address, phone
nunber of the district, date shipped, Departnent of
Transportation shipping description, hazard class, quantity,
units, container type, imedi ate response information, special
handl i ng instructions, drivers signature, and dates.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)
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LARVAE COUNT REPORTS (I'tem 26-10)
These reports verify nosquito |arvae quantities and types in
specific areas. The field director and the inspectors use the
report to identify nosquitoes, to determ ne whether they wll be
harnful, and for future follow up. This report includes date,
section, area, species, anounts per dip, inspector's nane,

t enperature, and operator

RETENTI ON
Retain for 15 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)

LI GHT TRAP REPORT (Item 26-11)
These reports docunent the nunber of npbsquitoes that are trapped
each night in light traps. This information is used to detern ne
sprayi ng success and whet her spraying should be repeated. The
reports include date and tine, |ocation, truck nunber, trap
nunber, date, weather conditions, and nunber of nobsquitoes
trapped.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)
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MOSQUI TO CONTROL REQUESTS (Item 26-12)
These records docunent requests or conplaints made by citizens
for mobsquito/vector control services. If conplaints are

justifiable, adequate spraying is provided. These records
i ncl udes nane, address and tel ephone nunber of citizen making
conpl aint, and service requested or type of conplaint.

RETENTI ON

Retain for 2 years and then destroy (U ah Admi nistrative
Code, R68-7-8(B)(4)(e) (1993).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)

NON- COMVERCI AL PESTI CI DE APPLI CATOR LI CENSES (Item 26-13)
These licenses are issued by the State Departnment of Agriculture
to county enpl oyees who spray for nosquitoes. These |icenses nust
be renewed annual |y and be posted conspicuously in the departnent
of fice. They include year license issued, |license nunber, |icense

type, categories, enployee nanme, agency address, date renewed,
and agriculture conm ssioner's signature.

RETENTI ON

Retain for 1 year after expiration of |icense and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/96)
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CLASS ROLLS (Item 27-1)
These sheets record participation in recreational progranms
sponsored by the county (e.g., crafts, nutrition, exercise). The
rolls are used to create nonthly and annual reports and for

future planning. They include programor activity title, date,
and participant's nane.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
COMMVERCI AL EXHI BI TORS APPLI CATI ONS AND CONTRACTS (Item 27-2)

These are the applications and contracts of commercial exhibitors
who want to set up a booth during the county fair. The

i nformation includes nane of exhibitor, how space will be used,
itens to be exhibited or sold, fees of contract, address, and
dat e.

RETENTI ON

Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 27
PARKS AND RECREATI ON RECORDS

CONSTRUCTI ON PRQJECT FI LES (Item 27-3)
These project files docunment the actual construction for park
devel opment, park renovation, and other recreational facility
i nprovenents. They are used for reference while projects are in
progress and after conpletion. They include final draw ngs of al
park/recreational facility devel opnent projects along with
specifications, as-built construction drawings, and rel ated
correspondence. They may al so include property acquisition
records including original deeds.

RETENTI ON
Permanent. May be transferred to the State Archives after
park closure with authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)

COUNTY FAI R BOARD M NUTES (Item 27-4)
These m nut es docunent regul ar and special neetings of the county
fair board. The board oversees the annual county fair. The
m nutes include date, tinme neeting began and ended, nenbers in
attendance and excused, and summary of proceedi ngs incl udi ng
votes and deci si ons made.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 27
PARKS AND RECREATI ON RECORDS

COUNTY FAI R JUDGES SHEETS (Item 27-5)
These sheets docunent the participants in events at county fairs.
and indicate the ratings and prem uns given. The sheets include
the name of the participants, the name of the animal or item on
exhibit, the rating, and the anmount of prem um awar ded.

RETENTI ON

Per manent. May be transferred to the State Archives with
the authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)

MAI NTENANCE COVPLAI NTS (lItem 27-6)
These files contain a record of conplaints or requests received
fromthe general public concerning county parks and recreational
facilities. They are used to verify that action was taken to
resol ve issues. They include date, nane, phone, and address of
requesting person; type of request; and conments of forenman
handl i ng request.

RETENTI ON
Retain for 2 years after resolution of conplaint and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 27
PARKS AND RECREATI ON RECORDS

PREM UM BOOKS (ltem 27-7)
These books are generated for each county fair and used by
exhibitors to determ ne entry procedures. The prem um book states
the types of categories for entry and the rules to wn. They are
sent to previous-year exhibitors and specific requesters. The
information in the book includes entry dates, fees, map of
fairgrounds, entry bl anks, schedul ed entertainers, information on
contests, and classes available for entry.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)

RECREATI ON PROGRAM FI LES (Item 27-8)
These program fil es docunent specific county sponsored
recreational progranms. They are used for reference in devel opi ng
future prograns. They include flyers of specific prograns,
reservation records, copies of receipts for fees paid and press
rel eases. They al so include an accounting of participants and
recei pt nunbers.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 27
PARKS AND RECREATI ON RECORDS

RECREATI ONAL ACTI VI TY RELEASE RECORDS (Item 27-9)
This formis conpleted by individuals participating in county
recreational activities. It is used to verify that participants
have rel eased all rights and clains for possible injuries in
county recreational activities. They include individual's nane,

t eam nanme, sport, date, nedical insurance conpany, and signature.

RETENTI ON
Retain for 2 years or until all litigation is resolved and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Private: medi cal information
(Approved 11/95)
RECREATI ONAL EQUI PMENT RECORDS (1tem 27-10)

These records docunent recreational equipnent and tools | oaned in
connection with reserved park areas and ot her recreational
facilities. They are used to maintain a record of |ocation of

equi pnent. They include name of group, nane, address, phone
nunber of person picking up equi pnent; date of issue; reservation
date; date of return; |ocation reserved; quantity and equi pnent

pi cked up.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 27
PARKS AND RECREATI ON RECORDS

RECREATI ONAL FACI LI TY FILES (ltem 27-11)
These files docunent each county recreational facility (i.e.,
par ks, golf courses, fair grounds). They are used to naintain a
record of construction and renovation projects in each facility
for historical and informational purposes. They nmay incl ude
correspondence, architectural draw ngs, contracts,
speci fications, newspaper clippings, histories of individual
facilities, and photographs.

RETENTI ON

Permanent. May be transferred to the State Archives after
cl osure of park.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)

RECREATI ONAL FACI LI TY MAPS (Item 27-12)
These maps docunent the |ayout of all parks, recreational
facilities, and golf courses. They are used for planning
pur poses.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 27
PARKS AND RECREATI ON RECORDS

RESERVATI ON RECORDS (Item 27-13)
These files contain the actual request forms submtted by the
general public. They are used as a record to schedul e park
facilities and/or sports facilities (e.g., baseball, softball,
football, soccer). The files include the request form (date of
request, nanme of group, nunber of people, nane, address, and
phone nunber of requesting person, area and park requested, tine,
date, and anount paid).

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)

RESERVATI ON RECORDS (Item 27-14)
These fornms are used to register for county recreational
progranms. They include registrant's nanme, address, and tel ephone
nunber; program nane and date(s); parent's/guardian's nane if
registrant is a mnor; may also include information on attendance
at previous training sessions; and a signed liability waiver
st at enent .

RETENTI ON
Retain for 2 years or until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Private: honme address and tel ephone nunber, socia
security nunber, medical, information.

(Approved 11/95)
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SCHEDULE 27
PARKS AND RECREATI ON RECORDS

SPORTS TEAMS RECORDS (Item 27-15)
These records docunent the sponsorship of adult and/or youth team
sport activities (e.g., baseball, basketball, volleyball, soccer

softball). They include information on teans, participants, and
sponsors; assignnent of unpires; regular play schedul es;
t our nanent schedul es; and awards and pri zes.

RETENTI ON
Per manent. May be transferred to the State Archives with
the authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)

SUPERVI SOR S DAI LY/ WEEKLY REPORTS (Item 27-16)
These report forns are conpiled daily or weekly by each crew
supervi sor. They are used for budget planning and devel opi ng
future plans. They include date, crew nanme, purpose of job, list
of crew nenbers, hours worked, pay anount per hours worked, total
cost of |abor, equipnent used, and amount of rental equipnent.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 27
PARKS AND RECREATI ON RECORDS

TI CKET STUBS (Item 27-17)

These are ticket stubs for events held at county recreational
facilities collected at the gate and | ater conpared to ticket
sales. They are used for verification or a check on the
attendence nunbers at ticketed events. They include ticket
nunber, seat location, and a liability disclainer.

RETENTI ON
Retain for 1 nmonth or until adninistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 28
PLANNI NG AND ZONI NG RECORDS
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SCHEDULE 28
PLANNI NG AND ZONI NG RECORDS

ADOPTED MASTER PLANS (ltem 28-1)
These are conprehensive plans for county devel opnment adopted by
the county comm ssion. "Each county shall prepare a conprehensive
general plan for: (a) the present and future needs of the county;
and the grow h and devel opnent of the land within the county or
any part of the county" (UCA 17-27-301 (1995)). "The planning
commi ssion shall make and recomrend to the [county conm ssion] a
proposed general plan for the area within the county"” (UCA
17-27-302 (1995)). The plans serve as a guide for decision-nmaking
on rezoning and ot her pl anning proposals and as the goals and
policies of counties attenpting to guide |land use in |ocal
jurisdictions. The plans include "planning comission's
recommendati ons for the devel opnent of the territory covered by
the plan, and nmay include, anong other things: (a) a | and use
el enent; (b) a transportation and circulation elenent; (c) an
environment elenent; (d) a public service and facilities
rehabilitation, redevel opnent, and conservation elenent; (f) an
econonmi ¢ el enent; (g) recomendations for inplenenting the plan,

i ncluding the use of zoning ordi nances, subdivision ordi nances,
capital inprovenent plans, and other appropriate actions; and any
other elements that the county considers appropriate”

(UCA 17-27-302 (1995)). The plan may al so include maps, plats,
and charts.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

Ut ah County CGeneral Records Retention Schedul e 1996 343



SCHEDULE 28
PLANNI NG AND ZONI NG RECORDS

AERI AL PHOTOGRAPHI C MAPS (Item 28-2)

These are | arge aerial photographs of the county. They are used
for informational purposes. The photographs are taken

periodically to illustrate changes in devel opnent. The maps may
i ncl ude zoni ng boundary |ines.

RETENTI ON

Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

BOARD OF ADJUSTMENT CASE FI LES (1'tem 28-3)

These case files docunent the zoning activities of the Board of
Adjustnent. They are used to docunent the cases brought before
the Board of Adjustnent and its decisions. They contain the

original application; findings and order; correspondence; and any
exhi bits such as plot plans or el evations.

RETENTI ON

Permanent. May be transferrred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 28
PLANNI NG AND ZONI NG RECORDS

BOARD OF ADJUSTMENT M NUTES AND | NDEX (Item 28-4)
These m nutes docunent all neetings of the Board of Adjustnent.
The board consists of "five nenbers and whatever alternate
menbers that the chief executive officer, with the the consent of
the | egislative body, considers appropriate” (UCA
17-27-701(2) (1995)). The duties of the Board of Adjustnent are
to hear and decide on "appeals from zoni ng deci sions applying the
zoni ng ordi nances; special exceptions to the terns of the zoning
ordi nance; and variances fromterns of the zoning ordi nance"
(UCA 17-27-703(1) (1995)). The mnutes are used to docunent
requests, discussions, and decisions of the Board.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

CONDI TI ONAL USE PERM T RECORDS AND | NDEX (Item 28-5)
These files docunment the application for conditional use permts.
These permts allow for the construction of buildings on the
condition that inpacts on nei ghborhoods are mitigated. They
i nclude the original application, blueprint draw ngs,
i nvestigative reports, planning conm ssion recomendati ons, cash
recei pts, and rel ated correspondence.

RETENTI ON

Per manent. May be transferred to the State Archives with
authority to weed.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 28
PLANNI NG AND ZONI NG RECORDS

COMVUNI TY DEVELOPMENT BLOCK GRANT (CDBG) APPLI CATI ON RECORDS (I'tem 28-15)
These files docunment the application and conpletion of projects
funded under CDBG funds. These projects include both direct

grants and regrants. These files include the initial application,
and all final reports.

RETENTI ON
Record copy: Per manent. May be transferred to the
State Archives with the authority to
weed.

Duplicate copies: Retain until admnistrative use ends and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)

COVMUNI TY DEVELOPMENT BLOCK GRANT ADM NI STRATI VE RECORDS (Item 28-14)
These files docunment the adm nistration of projects funded under
t he Community Devel opnent Bl ock Grant program (CDBG) . These
projects include both direct grants and regrants. The records
include the prelimnary reports, audits, certificates, maps, and
rel ated correspondence. Under the federal guidelines, agencies
are required "to maintain records in sufficient detail to
denonstrate conpliance with the provisions" concerning
affirmative action, |abor, and environnental standards (24 CFR
570.611(f) (1993)).

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 28
PLANNI NG AND ZONI NG RECORDS

PLANNED UNI T DEVELOPMENT CASE FI LES (Item 28-6)
These case files docunment the creation of Planned Unit
Devel opnents (PUDs) within the county. PUDs are owner initiated
projects requesting a variance from standard subdi vi si on and
zoni ng ordinances to allow for the concentration of residential
units, office, commercial, or industrial facilities. The project
pl ans must provide for recreational areas, clubs, and other types
of facilities to service the community. The owners are given
credit for land not inhabited to allow for the concentration of
residential units in other areas. Zoning ordinances |imt the
nunber of dwelling units per acre. The original proposal
descri bes how the owner wants to build the project with detailed
maps and di agrans showi ng types of buildings and density of
structures (dwellings per acre). The case files include initial
proposal , approval s or disapprovals, and di agrans.

RETENTI ON
Permanent. May be transferred to State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

PLANNI NG COW SSI ON M NUTES (lItem 28-7)
These are minutes of neetings and hearings held by the planning
conmi ssion. "Each county may enact an ordi nance establishing a
count yw de pl anni ng conm ssion or one district planning
commi ssion for each planning district" (UCA 17-27-201(1) (1995).
A countyw de planning conm ssion is required to prepare and
recommend general plans and anendnents; zoning ordi nances and
maps; anendnents to zoning ordi nances; adm nisters provisions of
the zoni ng ordi nance; reconmends subdi vi sion regul ations pl ans
and anendnments; and advi se | egislative body as specified in UCA
17-27-204 (1995).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 28
PLANNI NG AND ZONI NG RECORDS

PLANNI NG STUDY REPORTS (I'tem 28-8)
These are research based reports conpl eted in-house or by outside
consul tants on specific planning problens or conditions. They may
be adopted as an anendnent to the master plan. These reports
provi de needed i nformation on specific issues (i.e., housing
needs, transportation, geol ogic concerns). These reports may

i ncl ude recommendati ons and may be an extension of the nmaster
pl an.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

REZONI NG RECORDS AND | NDEXES (1tem 28-9)
These files docunment applications to rezone property within the
county. They contain the original application, review fornms, maps
of areas involved, copies of investigative reports, copies of
pl anni ng comm ssion mnutes, notices of hearings, devel opment

agreenents, copies of ordinances, and copies of county comm ssion
m nut es.

RETENTI ON

Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 28
PLANNI NG AND ZONI NG RECORDS

SI TE REVI EW PLANNI NG RECORDS (I'tem 28-10)
These files docunment the regul atory review and approval of
commercial and industrial site plans by various county
departnents. They contain a checklist of approvals, copies of the
recommendat i ons of planni ng comm ssion, cash receipts, site plan
review forms, investigative reports and reconmendati ons, buil ding
pl ans and rel ated correspondence.

RETENTI ON

Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

SUBDI VI SI ON REVI EW CASE FI LES (Item 28-11)
These case files docunent the devel opnmental history of
subdi vi sion plans submtted to the Planning Conm ssion for
conpliance review with applicabl e devel opnent ordi nances and
st andar ds.

RETENTI ON
Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 28
PLANNI NG AND ZONI NG RECORDS

ZONI NG MAPS (Item 28-12)
These maps show zoni ng boundaries within the county. They are
usual l'y bl ueprint maps which show streets, property lines, zoning
boundari es, and area cl assifications. These maps are used for
ref erence purposes and and are frequently updat ed.

RETENTI ON

Per manent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

ZONI NG ORDI NANCES (I'tem 28-13)
These "l and use and devel opnent” ordi nances provi de standards for
devel opnent for "land use and devel opnent” within the county.
They have been approved by both the planning comm ssion and the
county conmm ssion. "The planning comm ssion shall prepare and
recommend to the [county comm ssion] a proposed zoni ng ordi nance
and maps . . . The [county comm ssion] shall hold a public
heari ng on the proposed zoning ordinance . . . After public
hearing, the [county comm ssion] may (a) adopt the ordinance as
proposed; (b) anmend zoning ordi nance and adopt or reject the
zoni ng ordi nance as anended; or (c) reject the ordi nance"

(UCA 17-27-402 (1995)).

RETENTI ON
Per manent. May be transferred to the State Archives with
authority to weed.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 29
PUBLI C WORKS RECORDS
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SCHEDULE 29
PUBLI C WORKS RECORDS

ACCI DENT REPORTS (ltem 29-1)
These are copies of reports on traffic accidents investigated by
the sheriff's office. The are used for traffic safety studies and
reports. The report usually includes conplete information on al
cars and drivers involved in the accident, accident |ocation,
damage, accident causes, date and tine, accident diagram
description, and weather conditions. The original report is sent
to the State Departnment of Public Safety if danage exceeds $750,
or injury or death occurs (UCA 41-6-35 (1995)), and is nmintained
for seven years. Copies are also maintained by the county
sheriff's office.

RETENTI ON
Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

ASPHALT PRODUCTI ON RECORDS (Item 29-2)
These records consist of a daily conputer printout and a daily
| og showi ng aggregate tonnage of asphalt produced at the county
asphalt plant. The printout is received daily and the information
is recorded in the log and the printout is then destroyed. They
are used for budget purposes. The |og includes custoner nane, job
| ocati on and supervisor, nane of wei ghmaster, custoner nunber,
] ob nunber, truck nunber, anount, type and description of m x,
and i ngredient information.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

CAPI TAL PRQIECT STATUS REPORT (I'tem 29-3)
This is a nonthly report of all current capital inprovenent
projects. The report includes information on funding (conparing
anounts), extra work orders, and over-run authorizations for each
proj ect .

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

CLASS "B" ROAD FUNDI NG PRQJECT FILES (Item 29-4)
These project files docunent the funding for Cl ass "B" roads.
Class "B" funding is noney allocated to each county fromthe
Transportation Fund (UCA 27-12-22 (1995)). The files include
anount of funds allocated and how funds were spent for each
proj ect (man-hours, vehicle usage, and material used).

RETENTI ON

Retain for 3 years after claim audit or litigation settled
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

COMPLAI NT FI LES (I'tem 29-5)

These files docunment conplaints received and how t hey were
responded to by the departnment (e.g., streets, sanitation,
traffic signals). They include nane and address of conpl ai nant,
date received, description of problem and action taken.

RETENTI ON

Retain for 7 years or until resolution of any litigation
and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

CONCRETE MAI NTENANCE RECORDS (1tem 29-6)
These records docunent the replacenent of concrete mai ntenance
necessary when the county is responsible for danage caused by
county vehicles (e.g., garbage trucks, snow plows) or problens
caused by storm danmage or other acts of nature. Mintenance nay
either be done by the county or contractors through the bidding
process. These records are used for budget purposes and indicate
the conpletion of the project. They include a card file, copies
of receipts, pay vouchers, contracts, bids, correspondence, extra
work orders, estimates, sketch or diagram photographs, counci
district information, and proof of mailing estinate.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

CONSTRUCTI ON CONTRACT RECORDS (Item 29-7)
These records docunment contracts for all engineering and
construction projects undertaken by the county. They include
paynent records, reports, contracts, certificates, and rel ated
correspondence.

RETENTI ON
Record copy: Retain for 6 years after expiration of
contract and then destroy.
Duplicate copies: Retain until expiration of contract and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

Ut ah County CGeneral Records Retention Schedul e 1996 354



SCHEDULE 29
PUBLI C WORKS RECORDS

CONSTRUCTI ON PRQJECT FI LES (1tem 29-8)
These project files docunent the planning, design, and
construction of county-owned facilities, structures or systens.
They are al so used for budget planning and litigation research.
They i ncl ude correspondence, copies of agreenments, engineer's
personal notes, guarantees and warranties, testing reports,
reports (daily, weekly, nonthly), and permts to work in the
public way for municipality projects such as street drains, curb
and gutter, sidewal k, paving extensions, street construction or
repairs to additions to city buildings.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

DELI VERY TI CKETS (1tem 29-9)
These are tickets issued by suppliers to verify delivery of
supplies (concrete, road base, gravel, and topsoil). They include
date, tinme, anmount of mx received, and a |ist of m scell aneous
suppl i es received.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

DRAI NAGE MAI NTENANCE AGREEMENTS (I'tem 29-10)
These are agreenents between the county and canal or irrigation
conpani es. The agreenents allow stormwater be diverted into
drai nage systens nai ntained by these conpani es. The county pays
them for this service. The agreenents include date, conpany's
name and address, provisions of the agreenent, paynents to be
made, and signatures of county comm ssion chair, county clerk
and conpany representati ve.

RETENTI ON
Record copy: Retain for 6 years after expiration of
agreenent and then destroy.
Duplicate copies: Retain until expiration of agreenent and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

DRAI NAGE SYSTEM REPAI R LI ST (I'tem 29-11)
This is a list of all drainage facilities in the system It is
used to prioritize which drains need mai ntenance. It includes
size, type and condition of drainage pipe, type of clean out box,
| ocation of facility and condition, depth fromflow line to top
of lid on road surface, and a brief description of the problem

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

DRAW NGS AND DI AGRAMS (Item 29-12)
These are drawi ngs and bl ueprints of engineering "as-built"
projects. They are used by the public and county personnel to
establish existing information for all county |ocations. They
i ncl ude drawi ngs of street construction, sidewal ks, stormdrains,
waterlines, reservoirs, public facilities, and other county
bui |l ding projects, providing date, |egend, county title, scale,
and actual draw ngs.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

ENCROACHVENT AGREEMENTS (I'tem 29-13)
These are agreenents between the county and property owners
allowing themto extend fences or plants (bushes and trees)
within the county right of way. The county reserves the right to
revoke the agreenent and to require the property owner to renove
the fences or plants upon request. The agreenents include date,
licensee's nanme and address, agreenment terns, |icensee's
notari zed signature, and signatures of the county conm ssion
chair and county clerk

RETENTI ON
Retain for 6 years after contract revocation and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

EXCAVATI ON PERM T APPLI CATI ONS (I'tem 29-14)
These applications are used by individuals and contractors
requesting to work in the county right-of-way for denolitions or
excavations. The application includes job address, date,
owner/agent nane and job address, a |ocation description of
i nt ended excavation, size, purpose, and agreenent to conply with
all state |aws and county ordi nances.

RETENTI ON
Retain for 1 year after expiration and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 06/ 94)
EXCAVATI ON PERM T BI LLI NGS (I'tem 29-15)
These billings are sent to contractors for the inspections of

excavations on the county right-of-way. The permts may be issued
over the tel ephone with parties having agreenents with the county
and are then billed for inspections. The billings include
contractor's nanme and address, date permt issued, |ocation,

i nspection date, and inspection costs.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

FLOOD CONTROL PERM T APPLI CATI ONS (I'tem 29-16)
These applications are conpl eted by devel opers and homeowners
requesting a permt to construct within a flood plain. They are
al so required for the construction of any facility or discharge
of any runoff into specific countywi de facilities. The permt
provides that the structure or operation covered could be
st opped, renoved or destroyed by the county in a flood energency
and that all structures are subject to county inspection at
permttee's cost. The applications include firms or individual's
nanme, address, and tel ephone nunber; proposal's description,

i ncl udi ng construction type, purpose, |location (including

engi neering cal cul ati ons, and any special conditions); grantee's
signature; date; recomendati ons on whet her request should be
approved or denied; and (if approved) director's signature.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

H GHWAY DAI LY REPORT (Item 29-17)
This daily report tracks work and materials used on specific
hi ghway projects. They are used to create nonthly reports. It
i ncl udes county nane, district, section, supervisor's nane, date,
enpl oyees' nanes, nunber of regular and overtinme hours worked per
proj ect nunber, specific materials and anounts per project
nunber, and specific equi pment and hours used per project nunber.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

| NFORVATI ONAL MAPS AND PLATS (I'tem 29-18)
These are county nmaps and plats for surveyors and nai nt enance of
county property and facilities. They are used for research
pur poses by the public, other county departnents, and title
conpani es. They include townshi ps and range, rights-of-way,
nmonunent markers, | ot nmeasurenents, street nanes, centerline
measur enents, bl ocks, and subdivi sion nanes.

RETENTI ON
Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

| NTERLOCAL AGREEMENTS (I'tem 29-19)
These are agreenents between the county and nunicipalities within
the county to provide public works services. They include date,
city's name, provisions of the agreenent, paynents to be made,
and signatures of county conm ssion chair, county clerk, and city
representatives.

RETENTI ON
Record copy: Retain for 6 years after expiration of
contract and then destroy.
Duplicate copies: Retain until expiration of contract and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

MATERI ALS TEST RESULTS (I'tem 29-20)
These reports contain the results of sieve analysis and nucl ear
density tests on asphalt, road base concrete, and soils. They are
used for conformance of specifications for approval of various
mat eri al s used on county construction projects. Reports are al so
used for reference on future county project work. Reports
i nclude: date, type of material, weight of material, anmount of
tests perforned, and results of tests (sieve analysis results,
percent of conpaction, and cylinder conpressive tests).

RETENTI ON
Retain for 3 years after project conpleted and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 06/ 94)
RESURFACI NG BI LLI NGS5 (I'tem 29-21)
These billings are sent to contractors and public utilities for

resurfacing county roads, alleys, or other public places. Persons
are required to restore the pavenent surface after the conpletion
of excavations on the county right-of-way. Persons doing
excavation work may request the county to restore the surface and
are then charged the costs. The billings include contractor's
name and address, date, conpletion date, |ocation, road w dth,

cut width, total square footage, anount, and total bal ance.

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

SCHOOL ROUTI NG MAPS (Item 29-22)
These records provi de school access routes for elenentary, junior
hi gh, and seni or high schools for school buses. The routing plans
are updated yearly and are transmtted to the local jurisdiction
by the school districts. The records are maps, plans, and ot her
records. They include routing changes, safety concerns, and
reconmendat i ons.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

SI GNALI ZED | NTERSECTI ON RECORDS (I'tem 29-23)
These records are registers, card files, and simlar records
providing an inventory of all traffic signs, signal equipnent and
the timng set-up of each signalized intersection. They are used
to determ ne conpliance with safety guidelines and as a record of
changes on a historical basis. They include information
concerni ng poles, signal head information, and signal control.

RETENTI ON
Retain for 7 years or 2 years after signal device renoved
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

SPECI AL ASSESSMENT PLATS (Item 29-24)
These plats show the |ocation of properties that are affected by
speci al assessnents. Plats are used for reference and for
conpilation of the tax roll. They include footage, actual
property |ines, township and range, rights-of-way, nonunent
mar kers, | ot nmeasurenents, blocks, subdivision nanes, and col or
coding to indicate properties being assessed.

RETENTI ON
Retain for 5 years after district is conpleted and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

SPECI AL EVENTS PERM TS (I'tem 29-25)
These applications are conpl eted by persons requesting permts to
hol d special events (i.e., filmcrews, races, parades) on the
county right-of-way. They include application nunber; event type
and description; sponsoring group's nane; adm ssion fee; event
date; event tines; pronotional agency nanme; contract person's
name, address, and tel ephone nunber; proposed | ocation or route;
whet her a fee waiver is requested; estinmated nunber of
participants and spectators; authorizing signature and date; date
to appear on county comm ssion agenda; sheriff's and |ocal health
departnent's recommendati ons; decision; and authorizing
si gnat ure.

RETENTI ON
Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

STREET FI LES (I'tem 29- 26)

These files docunment all streets and roads in the county. They
i ncl ude correspondence, copies of contracts, bid |ogs, bidding
schedul e, copies of grant applications, work orders, accident
report, diagrans, draw ngs, and nenoranda.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

STREET MAI NTENANCE RECORDS (Item 29-27)

These records docunent the repairs and nai ntenance work on county
streets, street lights, and sidewal ks. They include reports,

| ogs, or simlar records, conpleted on a daily, weekly, and/or
nmont hly basis. They include date, supervisor's nane, county nane,
district, enployees' nanes, and | ocation.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

SURVEY DRAW NGS (1'tem 29-28)
These are drawi ngs of new surveys and resurveys of parcels of
property containing horizontal control nonunents. They are
conputed on a state plane grid coordinate and are used as a
reference for neasurenents and deeds research. They i ncl ude

nmonument s, state plane grid coordinates, surveyor's notes, scale,
| egend, and north point.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 29
PUBLI C WORKS RECORDS

TRAFFI C SI GNAL CONFLI CT- MONI TOR LOG (I'tem 29-29)
This is a | og showi ng when each conflict-nonitor was serviced (a
safety device that functions to avoid two opposite green lights
showing at the sane tine). It is used for maintenance purposes.
The information is maintained at the intersection. The |og
i ncludes | ocation, type of conflict nonitor and date serviced.

RETENTI ON
Retain for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)

TRAFFI C VOLUVE COUNTS (I'tem 29-30)
These are the records fromboth speed and vol une counters. These
devi ces are used to docunent special taffic studies and regul ar
vol une counts. The regul ar volune count |ocations are undertaken
annual |y and are used to determne traffic patterns or shifts in
patterns and to determ ne street mmi ntenance. Counters are
usual ly placed for weekly intervals. The records include
| ocation, date, time, nunber of vehicles per hour, and possible
aver age speed.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/91)
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SCHEDULE 29
PUBLI C WORKS RECORDS

UTI LI TY LI CENSE AGREEMENTS (I'tem 29-31)
These are agreenents between the county and public utilities
allowing themto extend or replace existing lines across the
county right-of-way. They include date; grantee's nane; purpose;
| ocation; length; contractor's nane and address; engi neering
firm s name; agreenent's conditions including protection of
traffic, restoration of existing pavenent, reconstruction of
hi ghway, and liability; notarized grantee's signature; and
aut hori zi ng county signature.

RETENTI ON
Retain for 6 years after contract expires or replaced and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 94)
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SCHEDULE 30
REDEVELOPMENT RECORDS

ANNUAL REPORT (I'tem 30-1)
The redevel opnent agency shall prepare and file an annual report
with the "county auditor, the State Tax Comm ssion, the State
Board of Education, and each property taxing entity affected by
the distribution of property taxes" on or before Novenber 1. This
annual report shall contain the estimates of the portion of
property tax to be paid to the agency for the cal endar year
endi ng Decenber 31 and an estimate of the portion of property
taxes to be paid to the agency for the cal endar year begi nning
t he next January 1" (UCA 17A-2-1217 (1995)).

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

APPRAI SAL PROQJECT FI LES (I'tem 30-2)
These files contain evaluations of properties and structures
Wi thin proposed projects. They are used to investigate project's
viability, determ ne costs, and negotiate for purchase of rea
property. The files include financial assessnents of the worth of
real estate and buil dings within proposed project areas. They may
al so i nclude assessnents of architectural and historical
significance and condition of the involved structures.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 30
REDEVELOPMENT RECORDS

BUI LDI NG | LLUSTRATI ONS (I'tem 30-5)
These are working copies of maps of real property and draw ngs
and di agrans of actual buildings. They are used during the early
phases of redevel opnent projects. \Wen the projects becone
official, the maps and draw ngs becone part of the project file.

RETENTI ON
Retain for 4 years after project rejected or until
superseded or updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

CERTI FI CATI ON FI LES (I'tem 30-3)
These files docunent the approval and certification process of
all official redevel opnent projects. They contain all docunents
necessary to certify a project including consultant's reports; a
copy of the redevel opnent plan; a report detailing reasons for
the selection of the project area; a description of physical,
soci al, and economic conditions in the area; a financial analysis
of the project; consultant proposals; a plan detailing nethods
for the relocating of all famlies and persons in the
redevel opnent area; an analysis of the prelimnary plan; a report
with the planning comm ssion recomendations; a blight survey;
notices of hearings; copies of mnutes of hearings; and copi es of
resol uti ons and ordi nances.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 30
REDEVELOPMENT RECORDS

CONSUL TANT RECORDS (I'tem 30-4)

These are separate files prepared by private consultants. They
are used to docunent proposals made by individual consultants.
The files contain both rejected proposals and those being
consi dered and include the actual proposal and bid. Final
approved proposals are filed in the certification files.

RETENTI ON
Retain for 2 years after being rejected and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

FACADE PRQJIECT FI LES (1tem 30-6)
These files docunment the regranting of funds received by the
county to restore exteriors of architecturally inportant
structures in project areas. These grants are totally funded
grants made to individual property owners for separately assessed
structures. The files include a work contract, photographs, and
rel ated correspondence.

RETENTI ON
Permanent. May be transferred to the State Archives.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 30
REDEVELOPMENT RECORDS

HOUSI NG AND URBAN DEVELOPNMENT FI NANCI AL RECORDS (I'tem 30-7)
These files docunent the granting of Housing and U ban
Devel opnment (HUD) funds for the rehabilitation of honmes. These
projects concern historic preservation, enploynent survey, and
envi ronnmental review. They include financial reports, prelimnary
reports, and all other financial records (24 CFR 58 (1993)).

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)

HOUSI NG AND URBAN DEVELOPMENT HI STORI CAL PROPERTI ES GRANT FILES  (Item 30-8)
These files docunment the granting of Housing and U ban
Devel opment (HUD) funds for the rehabilitation of homes. These
granted fund projects dealing with historic preservation,
enpl oynent survey, and environmental review These files include
copies of the plan, copies of the original grant, final report,
resol ution, copies of council mnutes, and rel ated correspondence
(24 CFR 58 (1993)).

RETENTI ON
Permanent. May be transferred to the State Archives with
authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 30
REDEVELOPMENT RECORDS

LI TI GATI ON FI LES (1tem 30-9)
These files docunment |awsuits filed agai nst the Redevel opnent
Agency concerni ng redevel opnent projects. They contain rel ated
correspondence, research materials, copies of all official court
filings (conplaints, answers, judgnents, etc.), copies of
depositions, and attorneys' notes. Usually the county attorney

mai ntains the record copy of all |awsuits.
RETENTI ON
Record copy: Permanent. May be transferred to the

State Archives with authority to weed.
Duplicate copies: Retain for 1 year after litigation has
been settled or conpleted and then

destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed.
(Approved 03/92)
OMER PRQIECT FI LES (I'tem 30-10)

These project files docunent both successful and unsuccessf ul
negoti ati ons and ongoi ng agreenents for the purchase of property
for redevel opment projects. The files include copies of
agreenents and rel ated correspondence.

RETENTI ON

Retain for 4 years after conpletion of redevel opnent
proj ect and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 30
REDEVELOPMENT RECORDS

REDEVELOPMENT PLANS ( NON- APPROVED) (I'tem 30-11)
"The agency shall prepare or cause to be prepared a redevel opnent
plan for [each] project area" in accordance with the provisions
of UCA 17A-2-1213 (1995). The agency is required to conduct
exam nations, investigations, and other negotiations regarding
the plan. The plan "shall be consistent with the comunity's
general plan, master plan, and other plans of the comunity
i nvol ved in devel opnent or capital inprovenent prograns affecting
the project area.” The agency shall "consult with the planning
comm ssion of the community in preparing a project area
redevel opnent plan" (UCA 17A-2-1213 (1995)). Approved pl ans
beconme part of the certification files.

RETENTI ON
Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 03/92)
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SCHEDULE 31
SOLI D WASTE RECORDS

ASBESTOS WASTE RECORDS (ltem 31-1)
This report formis conpl eted when asbestos is dunped at the
landfill. Includes information on generator, work site nane,

address, owner's nane, tel ephone nunber; operator's nane and
address; operator's phone nunber; waste di sposal site nane,
mai | i ng address and physical site |ocation, and phone nunber;
name and address of responsible agency; description of materials;
containers (nunber, type); total quantity; special handling
instructions and additional information; operator's certification
(nane, title, signature, and date); transporter's nane and title;
signature, date, address, and phone; disposal site; indication of
any di screpancy certificates for asbestos; and nane, title, and
signature of person conpleting form and date conpl et ed.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)

COVPLI ANCE ORDERS (Item 31-2)
These orders are issued by the State Departnent of Environnental
Heal th for violations of hazardous and solid waste regulations to
bring landfill into conpliance with the |aw. The orders include
t he nane and address of the facility being cited, the order
nunber, a description of the violations for which the conpany is
being cited, the date of inspection that uncovered the
viol ations, the date the notice of violation was issued, the
steps the conpany is being required to take to correct the
vi ol ations, the date on which the action(s) are to be conpl eted,
and the consequences of the failure to conply with the order.

RETENTI ON
Retain for 2 years after conplying with regul ati ons and al
litigation resolved and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 31
SOLI D WASTE RECORDS

DAl LY LANDFI LL | NSPECTI ON REPORT (I'tem 31-3)
This report is to be conpleted no | ess than quarterly by al
landfill operators (Utah Adm nistrative Code, R315-302-2(5)(a)
(1995)). This inspection is conpleted to prevent mal functions and
deterioration, operation errors, and discharges which may cause
or lead to the release of wastes to the environnent or a threat
to human health. It includes date, tinme, inspector's nane; |ist
of various itens to inspect (e.g., daily cover, litter, public
access, equipnent, fencing, etc.) and inspector's signature.

RETENTI ON
Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 11/95)
DAI LY MASTER TRANSACTI ON REPORT (Item 31-4)
This daily report lists all transactions at the landfill. It

i ncl udes date, beginning tinme, account nunber, truck nunber,
gross weight, tare weight, net weight, |oad cost, health cost,
city fee, county fee, fee grand total, material code, anount

t endered, and paid type.

RETENTI ON
Per manent. (Utah Adm nistrative Code, R315-302.3(a)
(1995)).

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 31
SOLI D WASTE RECORDS

DI SPOSAL Tl CKETS (1tem 31-5)
These receipts are issued to persons paying fees for disposing
materials at the landfill. They include date, time, transaction

nunber, ticket nunber, hauler's nane, truck nunber, code/type of
mat eri al di sposed, gross weight, tare weight, net weight, fees
charged, anount tendered, and change provi ded.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 11/95)
GAS MONI TORI NG REPORT (Item 31-6)
This is a quarterly report of gas emsions fromthe landfill in

accordance Utah Adm nistrative Code, R315-302.2(3)(a)(iv) (1995).
| ncl udes inspector's name, date, nonitoring |levels at various
| ocations of landfill, comrents and signature of inspector.

RETENTI ON
Per manent .

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 11/95)
GROUNDWATER MONI TORI NG REPCRT (ltem 31-7)
This is a report conpleted according to the groundwater
nmoni toring schedul e contained in the landfill permt. |ncludes
sanpl ers nanme, date sanples were taken, well |ocations, quality

control and chain of custody docunents, analytical results,
statistical analysis results, coments and signature.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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SCHEDULE 31
SOLI D WASTE RECORDS

| NSPECTI ON NOTI FI CATI ON REPORT (Item 31-8)
This inspection report notifies landfill whether material was
incorrectly rejected or hauler incorrectly charged. It is used to
correct errors and to inprove operating procedures. It includes
date and time, inspector's nane, |ocation, hauler, |icense/truck
nunber, transaction nunber, vehicle, material, contact phone
nunber, whether an adjustnent is to be nmade, tip fee, pictures
(y/n), and any rel evant coments.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 11/95)
LOAD | NSPECTI ON REPORT (Item 31-9)
This is report on random i nspections of |oads of waste entering
the landfill. The inspections are conducted according to a

frequency contained in the permit to prevent the disposal of
hazar dous or PCB contai ning wastes in accordance with Utah

Adm ni strative Code, R315-303-5(7)(b) (1995). It includes the
date, tinme, inspector's nane, |ocation, hauler, license nunber,
time/transaction nunber; vehicle and material dunped. If
hazardous or PCB contai ning wastes are detected, the report al so
i ncl udes action taken.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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MASTER AUDI T TRAI L REPORT (I'tem 31-10)

This report lists all changes nade to the daily report on fees
collected or material dunped. It is used to correct errors. It

i ncl udes date, ticket nunber, change code, and change
descri ption.

RETENTI ON
Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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OPERATI ONAL PLAN (Item 31-11)
This plan describes the facility's designers operational concept
and actual operation in accordance with Utah Adm nistrative Code,
R315-302.2 (1995). The county is required to devel op, naintain,
and abide by the plan approved by the Board' s Executive
Secretary. The plan is required to include an intended schedul e
of construction, description of on-site solid waste handling
procedures during the active life of the facility; contingency
pl ans for other rel eases; description of maintenance of installed
equi pnent include | echate, and gas coll ection systens and ground
wat er nonitoring systens; procedures for excluding the receipt of
hazardous waste or waste containing PCBs; a plan for alternative
wast e handling systens; closure and post-closure plans; cost
estimates and financial assurance; general training and safety
plan for site operators. The plan is also to include
docunent ati on of any denonstration made with respect to any
| ocati on standard or exenption; any design docunentation for the
pl acement or recirculation of | eachate or gas condensate into the
landfill; information denonstrating conpliance with class |
andfill requirenments; and any other information pertaining to
operation, mai ntenance, nonitoring, or inspections as my be
requi red by the executive secretary or the permt (Utah
Adm ni stratiave Code, R315-302-2(3)(b) (1995).

RETENTI ON
Permanent. (Utah Adm nistrative Code, R315-302-2(2) (1995)
May be transferred to the State Archives 5 years after
cl osure.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304(10) (1995)

(Approved 11/95)
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PLAN AND MAPS (Item 31-12)

These are as-built engineering plans and topographi cal maps of
solid waste facilities and landfills. They include the dinensions
of the landfill or facility, specifications, borehole
information, and site |ocation.

RETENTI ON
Per manent .

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 11/95)
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